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FOREWORD

Records serve as the "memory function" of an office, They
record the history, policies, programs, procedures and administra-
tive experiences of an organization, The importance of records
does not need to be emphasized. It is obvious that information
accumulated in the records of any organization, public or private,
is essential to its efficient and continued operation, Whether an
office maintains a large volume of records or merely a few drawers
of them, they should be kept in such a mamner that persons can
readily obtain them when needed in connection with their activities,
Further, the records of an office should remain usable regardless
of personnel or organizational changes. It is necessary, therefore,
that some organized plan be used for filing material so that a
"key" to the records will always be available and the file
arrangement will be understandable to gll persons who have to use
them,

The purpose of this manual is to provide employees of the
Central Intelligence Agency who may have the responsibility for file
ing or finding correspondence records, with a standard system for
their orderly arrangement and maintenance, The use of this stand=-
ard system throughout all offices of the Agency will increase the
administrative usefulness of our records; expedite the disposition
of records when they are no longer needed; facilitate the preserv-
ation of records having permanent value; and simplify the training
of employees,

Every effort has been made to make this system a practical
and usable tool, However, its successful operation will depend
upon the complete cooperation of everyone who uses it,

Acting Deputy Director
(Administration)
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PART ONE

GENERAL INSTRUC TIONS
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C.

Section I
INTRODUCTION

Scope., The Standard ¥ile Classification System and the attend-
ant procedures described herein are prescribed for use in fil=
ing and maintaining the correspondence records of the Central
Intelligence Agency., Although the system is designed to permit
a certain amownt of flexibility to meet the specific require-
ments of various offices, it is essential that the basic pattern
provided herein be followed carefully if an adequate degree of
standardization is to be maintained, Further subdivision of any
of the subjects listed is permissible to provide for the nec~
essary detail which may be required by some offices, "Case" or
#project" files may be established under any subject as required.

Responsibility. The Records Management Staff of the General
Services Office, through subordinates and designated Area Records
Officers in other organizational elements, has technical custody
and responsibility for the proper maintenance and disposition of
official records of the Agency., The Records Management Staff
will furnish to operating offices maintaining official records
all assistance possible in the establishment of their files, ine
cluding procedures for maintenance, servicing and retirement of
the records.

Definitions,

1, Official Records, The term "records" as defined in the Act
of July 7, I9L3 (57 Stat. 380, as amended; Lk U.S.C. 366),
includes "all books, papers, maps, photographs, or other
documentary materials, regardless of physical form or char-
acteristics, made or received by any agency of the United
States Government in pursuance of Federal law or in connece=
tion with the transaction of public business and preserved
or appropriate for preservation by that agency or its legit=
imate successor as evidence of the organigzation, fimctionms,
policies, decisions, procedures, operations, or other activ-
ities of the Government or because of the informational value
of data contained therein,"

Each file containing the official record copies of any mate.
rial defined above shall constitute an "official file® and
should include the original incoming communication and the
initialed yellow copies of outgoing and inter-office cor-
respondencej original or action copies of reports, executed
forms, maps, photographs, and other documentary materials,
The official record copies shall not be maintained in any

le
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organizational unit not specifically designated as an
Official File Station,

Reference material consisting of printed or duplicated
copies of publications, extra copies of communications
used as reading files, and other material considered as
temporary working papers are not included in the definition
of official records, and such non-record material shall not
be inter-filed with official records,

0fficial File Stations. The term "Official File Station®
shall be construed to mean any specifically designated
organizational element of the Central Intelligence Agency
where the official record copies of correspondence and other
documents are maintained., The physical location of official
file stations shall be determined by the heads of the
individual Offices and Staffs, with the M=
technical advice of the Records Management Staff,
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C.

Section II
TYPES OF FILES

General Subject Files, The General Subject Files are consider-

ed those types of paper records which ordinarily include core
respondence, reports and other documents which may be classified
and filed under all or many of the subject categories included

in the File Classification Guide, The general subject material

is distinguished from that which is ordinarily identified as "Gase"
or "project® files as described in the next paragraph,

Case or Project Files, A case or project file is described as a
TiTe comprised of material relating to a specific action; trans=
action, person, organization, location or thing, yet may cover one
or many subjects pertaining to the specific case or project,

Types of case or project files may include voucher files, contracts,
loan cases, construction projects, leases, litigation cases, and
many similar types. Case or project files may be included as a
part of the general subject files or they may be located physically
apart from such files, As a general rule the volume and use made
of these records should dictate their arrangement,

Alphabetical Name Index, The Alphabetical Name Index is a finding
medium through which correspondence and other documents filed by
subject may be located when the available source of identification
is the name of the correspondent, the name of the author of a
document, or the name of an individual or organization referred to
in correspondence or documents, It is not always necessary or
advisable to establish a mame index to the subject file, Therefore,
careful consideration should be given to the actual need for such
an index before establishing one, In other words, the Alphabetical
Name Index should not be established at anmy Official File Station
ifs

l. the guantity of material filed by subject is so small that no
difficulty will be encountered in locating it by subjects

2. the type of records filed is susceptible to an alphabetical
arrangement by names within the subject files; or

3. the type of material can be located easily by case or project

symbol, number, or other means of identification, without the
aid of an alphabetical index.

=3=
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If the Alphabetical Name Index is used it shall be composed of
extra copies (pink tissue) of outgoing correspondence, and CIA
Form 36-150 or 36-1504, "Correspondence Cross Reference,"
Section V paragraph B=3 describes the arrangement of folders and

guides for the Alphabetical Mame Index,
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Section III

STANDARD FILE
CLASSIFICATION SYSTEM

A, Description., The file classification system adopted for use

in the Central Intelligence Agency is known as the "Subject-
Numeric System of Classifying and Filing," This system is an
.adaptation of both the simple subject and numerical coding

- gystems, It retains the simplicity of the alphabetical arrange-
ment of subject titles, brings together related subjects and
provides file designations consisting of a combination of des-
criptive subject titles, with related subjects organized as sub=-
divisions of the primary subjects. The subdivisions of the
primary subjects are assigned simple Arabic numerals to reduce
time and effort in marking material for filing and to make it
easy to memorize the filing desigmations,

B, File Classification Guide, The file classificatidn guide containe
ed in Part Two of this handbook is divided into two parts, as
followss

1., A subject list consisting of a group of alphabetically arrang-
ed primary subject titles with their related secondary and
suggested tertiary subdivisions,

2. An index consisting of an alphabetical listing of all of the
subject titles and other appropriate references., It serves
the same purpose as an index’ to a book,

C. Classifying Papers for Filing, The process of classifying in-
volves the analysis of correspondence or other documents to
determine the subject by which they should be filed, and the
placing of file designations on material to show where it should
be placed in the file, :

1., Importance of the Process. Papers received for classifying
and filing may cover a wide variety of subjects. Also a
number of papers involving one particular subject may be inter-
mingled with those of other subjects, The file classification
system is designed so that all of the papers on related sub=
jects will be consistently and logically brought together in
the files, However, sound judgment and careful attention
must be given to the procedures which follow if the classifica-
tion process is to be accomplished satisfactorily. THE
ABILITY TO LOCATE PAPERS PROMPTLY AFTER THEY ARE FILED DEPENDS
LARGELY UPON THE CARE USED WHEN CIASSIFYING MATERIAL BEFORE
IT IS FILED,

-5
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2. Method of Classifying. The following are the normal
procedures to follow when classifying material for filing.

a. Read and analyze the correspondence or other material to
determine the most outstanding or prominent subject,
that is, the subject by which the papers will most
likely be requested,

b. Select the proper file designation by referring directly
to the subject 1list or index of the File Classification
Guide, in the following mammer: (1) determine the
appropriate primary subject category, such as TRAVEL,
PERSONNEL, etc, TFor example, a letter conceming
recruitment of personnel would fall under the primary
subject PERSONNEL, (2) select the appropriate sub-
division under the primary subject, if any, For
example, a letter concerned with budget estimates would
be classified by the secondary subject BUDGET ESTIMATES,
a subdivision of the primary subject APPROPRIATIONS.
Similar reasoning is applicable for the selection of
tertiary subjects,

If no appropriate subdivisions of the Enma¥ subject
have been provided, the primary subject itself is used
as the file designation,

ce Stamp or write the file designation in the upper right
corner of the subject file copy (yellow tissue), as
shown in Exhibit "A" or in the same position on any in-
coming correspondence which did not require a reply.
The file designation consists of the full primary sub-
ject title followed by the Arabic numeral or numerals
representing the subdivision of the primary subject.,
For example: The file designation ACCOUNTING 1 denotes
the proper file classification for material to be filed
under the primary subject "ACCOUNTING," and the
secondary subdivision "Accounts Current',

d. Mark the Alphabetical Name Index Copies (if the index is
being employed) at the same time the file designation is
placed on the subject file copy, by placing the same
file designation by which the subject copy is to be filed,
in the upper right corner of the pink copy as shown in
Exhibit #BY, This file designation will indicate where
the material is located in the subject file, Also after
the file designations are placed on the file copies, the
name, title, etc,, under which the name index copies are
to be filed should be underscored on such copies, The
following are examples of how the papers should be
marked:

-6-
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(1) Correspondence addressed to private individuals
should be filed by the last name of the
individual addressed. Example of marking:

Mrs, Mary Brown
1220 Ivy Street
Seattle 5, Washington

(2) Correspondence addressed to of ficials of commerical
concerns should be filed under the name of the
company or organization, Example of markings:

b'd

Mr, John Doe, Manager
American Machine Corporation
Chicago 12, Illinois

(3) Correspondence addressed to officials within the
agency should be filed under the name of the
principal organizgbtional unit addressed, disregard-
ing such terms as Office of. Example of marking:

Memo to: U. R. Wright, Records Services Division
General Services Qffice

(L) Correspondence addressed to individuals in other
Federal agencies should be filed under the name of
the agency. Example of markings

X
Mr, Joseph Black
Chief, Aeronautic Branch

Department of Commerce
Washington 25, D. C.

e, Indicate the cross references to be prepared in the
following manner:

(1) For the Subject Files, If the material being
classified involves one or more additional sub-
jects by which it is likely to be requested, or
a single subject with more than one interpreta-
tion, select the file designation for the addi-
tional subject(s) and stamp or write it imme-
diately below the file designation already shown
for the main, most prominent subject. In such
instances, a cross mark "X" should be placed at
the left of the file designation to indicate that
a cross reference is required, as follows:

7=
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RECORDS L
X COMMUNICATIONS 2

(2) For the Alphabetical Name Index, If the
alphabetical name index copy is to be filed in
the name index by the name of an organizstion,
indicate by placing a cross mark "X" above the
first letter of the last name of the individual
addressed, that a cross reference is to be made
for filing by the name of the individual, Like-
wise, indicate cross references to be prepared for
any names of persons or organizations referred to
in the body of the correspondence or document,

Note earlier material to be brought forward and console

idated with later correspondence, If an indication of

earlier correspondence or documents is discovered, this

fact should be noted on the correspondence to indicate

that the earlier material should be removed from the

file and consolidated with the material of the later

date, See Section IV paragraph A-2 for instructions

regarding preparation of CIA Form 36-151, "Correspondence
Continuity Reference," -,

3. Helpful Hints to the Classifier.

8

be

Ceo

While some analytical ability is desirable, the knack of
noticing essential key phrases and ideas in correspond-
ence helps to select correct file designations, However,
if the subject camnnot be easily determined, it is helpful
to consider the correspondence in this light: "Why was
it written - What reason was there that prompted the
writer to write it?" Usually it will be found that the
purpose for writing suggests the subject under which it
should be filed.

It is helpful at times to refer to previous correspond=-
ence already on file to verify a tentatively selected
file designation,

In unusual cases the subject of correspondence is so

vague that it is difficult to determmine the proper file
designation. In such cases, there need be no hesitancy
in going to the dictator or other authoritative sources
to obtain a sufficiently clearer conception of the sub=
Jject matter, so that the material may be properly clas-
sified, This extra effort will permit more accurate

filing and facilitate finding the material, -

.
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The subject line frequently appearing above the body

of correspondence should not be relied upon too heavily
in determining the subject under which the correspond=
ence should be filed, It may be vague, misleading or
even remote from the real subject of correspondence
concerned, '

Persons responsible for classifying and filing records
should study the organizational and functional structure
of the Agercy and keep currently informed regarding
policies, procedures, programs and projects. Such knowle
edge is required in the selection of correct file desm
ignations for filing some papers,

-9 -
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Section IV

CROSS REFERENCES

A. When and How to Prepare Cross References. The use of appropriate
CToss references im the file or index can be an invaluable aid in
locating material quickly when needed. Care should be taken,
however, to avoid making and filing unnecessary cross references
which will consume time in preparation and space in the files.

The following are normal conditions under which cross references
should be made,

1, When More Than One Subject is Involved. For those documents
Which cover one or more additional subjects as indicated in
Section III paragraph C-2-e, an extra copy of the document, if
available, should be used or CIA Form 36-150 or 36-150A,

tCorrespondence Cross Reference," should be prepared, as shown
in Exhibit "CY,

2., To Consolidate Related Material, When it is necessary to bring
Torward earlier correspondence or documents and consolidate it
with subsequent material as explained in Section III paragraph
C-2, CIA Form 36-151, "Correspondence Continuity Reference,"
as shown in Exhibit "DU,; should be prepared,

3., To Provide Alphabetical Name References. When incoming letters
' are filed without replies or extra copies of correspondence are
not available for filing in the alphabetical name index, name
references should be made on CIA Form 36=150 or 36-150A, Also,
such references may be prepared for names of individuals or
organizations referred to in the body of the correspondence,

=10=
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Section V

FILING THE RECOHDS

A, Assembling the Papers for Filing, After correspondence and
documents are marked with the correct filing designation, they
should be properly assembled preparatory to filing. EFach unit
of material consisting of two or more papers relating to a
particular transaction should be srranged in chronological order
with the latest date on top, Such papers should be fastened
together with staples in both upper corners of the assembly, or
with pring fasteners if the unit of material is too thick for
staples,

B, Folders and Guide Arrangement., The orderly appearance and
‘efTiclency of any file depends to & large extent upon the careful
preparation, use and arrangement of folders and guides in the
file drawer, ¥olders are necessary to keep the papers together
and in order, Guides serve as "sign posts"™ to help speed up
filing and finding operations., The incorrect use of either folders
or guides will retard, rather than aid, these operations, To
provide for uniformity as to types of folders and guides and their
arrangement, the following standards should be adhered to, as far
as practicables

l. General Subject File,

a8, Folders and File Designations, Kraft folders; ll-point

weight, square-cut, without reinforced tabs meet
requirements of the General Subject Files, Such folders

- should be prepared only for those subject titles for
vwhich there is a definite current or anticipated need,
If there is little or no need for the use of subdivisions
of some of the primary subjects, folders for those sub-
divisions should not be placed in the files, If an
occasional piece of correspondence is classified under
a secondary or tertiary subject, the material should be
placed in the primary subject folder, When a primary
subject folder contains ten or more file units with the
same secondary or tertiary designation, a separate folder
should be prepared for the material.

File designations may be typed directly on the folder
tabs if a long carriage typewriter with special type
larger than the elite or pica style is available, If
such a typewriter is not available, gummeéd labels may be
used, In either case the file designations (or labels)

@l
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for any primary, secondary or tertiary subjects
contained in the File Classification Guide should be
placed uniformly on the folder tab beginning one=half
inch from the left, Labels or file designations for
case or project files established within the General
Subject File, should be placed in the center of the
folder, 8See Exhibit "E" for an illustration of the
correct method of preparing and placing file designa=-
tions on folders,

be Guides, Pressboard Guides, with metal angular tabs, one=
Third cut, should be used in the General Subject Files,
Tabs will be used in the following manner: SECOND posi=
tion for all primary subjects; and THIRD position for
secondary subjects, See Exhibit "E" for illustration of
proper arrangement of guides and the correct method of
writing designations on guide inserts,

¢, Arrangement Within the File Cabinets. Folders and guides

- should be arranged in the file drawer in the exact se=
quence in which the primary, secondary and tertiary sube-
Jects appear in the File Classification Guide, starting
from the front of the drawer, with the guides preceding
the related folders. The sequence of the drawers should
be from top to bottom of the cabinet,

2, Case or Project Files, Kraft folders, 11 point weight, square-
cut, reinforced tabs, with fasteners may be used for case or
project files, but their arrangement may vary according to
types. Case or project files may be established within the
General Subject Files or physically separated depending upon

the type and specific reference needs of the organizational
element,

3, Alphabetical Name Index,

a., Folders and Guides, The same type of folder and guide
described for use in the General Subject Files should be
used for the Alphsbetical Name Index. Alphabetical
captions may be typed directly on the folders, or labels
may be used if a suitable typewriter with large style
type is not available for typing on the folder, If it
is difficult to determine in advance how large the
index will be, it is advisable to start first with a
folder for each letter of the alphabet and make folders
for subdivisions of these letters as the file grows,
Special folders for common names, such as "Smith,"
"Brown," "Adams," etc., and names of organizations or
individuals with which the organization has frequent
correspondence may be made as required,

Approved For Release 2000/q/28G}A-RDP78-04718A000800240001-8
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b, Rules for Alphabetic Filing, Exhibit "F¥ is a
complete set of rules for alphabetic filing, A1l
persons having the responsibility for filing records
should thoroughly familiarize themselves with these
rules, so that, regardless of who coes the filing there
will be consistency in the arrangement of the index
references,

Placing Material in the Files. After material to be filed has been
classified and marked for filing, the papers should be segregated
as to types of files preparatory to actually placing them in the
files, For example, General Subject File material should be
arranged alphabetically by the primary subject categories appearing
on the documents. Index references for the Alphabetical Name Index
should be arranged in alphabetical order before proceeding with the
filing operation,

l. Arrangement Within the Folder. When filing the material, place
each assembly within the proper folder with the left side of
the papers down, Units of material for filing should be
arranged in the folder in chronological order with the latest
date forward, unless a different arrangement will facilitate
its use, All material should be filed loose in the folders
except for case or project material which should be fastened
to the folder, '

Folders should not be overfilled, Three-quarters of an inch is
the normal capacity of a folder, When the capacity of the
folder has been reached, additional material on the same subject
or case should be placed in another folder and arranged with the
folder containing the more current records in front. The date
period of the material should be shown on the tab of each of the
earlier folders,

2o Breaking Down Voluminous Case or Project Files., The amount of
material accumulating in connection with a single case or
project may become too voluminous for filing in one folder,
Rather than file the papers pertaining to the project or case
in two or moré folders, chronologically, the reference use of
the material comprising the complete case may be facilitated
by dividing the material into several action phases of the case
and filing it in separate folders under the project or case
designation. A voluminous single project requires too many
individual folders to afford easy reference to the material if
filed in straight chronological order from the date of the
first document to the latest.

File "Cut-off" Periods and Retirement, The termination of filing

activity in a series of records at a predetermined point and the
starting of a new series of records of the same type with currently

=13=
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dated material is termed Y"cut-off" procedure, The purpose

of applying a cut-off procedure to record series is to
facilitate retirement of the older records. To facilitate

the application of a cut-off procedure folders should bear

the year, in which the material was created, on the right

side of the tab, ending approximately one-half inch from

the right side of the folder, Cut=-off periods, such as'l

year of accumulation," "Remove from current file upon comple-
tion of transaction,® shall be established for each file series
in order to prevent accumulation of files beyond the actual
current needs of the officials referring to the material,
When each cut-off series will be retired to the Records Center
shall also be established, During this holding period cut=off
of files, material necessary to current functioning may be
brought forward and interfiled with material in the new file,
However, after expiration of the established holding period,
the remaining cut~off portion of the file shall be transferred
to the Records Center, When material is withdrawn from the
cut=off portion of a file for continued action, CIA Form
36=151, "Correspondence Continuity Reference," should be used
to identify the material brought forward and indicate the
filing location in the current file,

The above cut-off and retirement procedure is prescribed in
order that office space and equipment requirements will be held
to a minimum,

-1)-
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Section VI

FINDING AND CHARGING=QUT
THE RECORDY

The primary purpose of any filing system is to provide an orderly
method of arranging and putting documents away so that they may be
produced quickly when needed, Therefore, the successful operation
of any system depends upon the ability to locate records promptly.
In this connection, the following procedures and techniques are
given, which if followed by the searcher, will contribute to the
efficient operation of the file system,

A, Tinding the Records,

1,

2,

Receiving the Requests The person receiving the request
Tor the file should endeavor to obtain as much informa-
tion as possible from the requestor to enable the searcher
to identify the needed record, The amount of information
required to locate a specific file will depend upon the
type of file requested. Tor most general correspondence
files the subject matter and date of the material is most
important. However, the name of any individuals, come
panles, organizations, agencies, etc.,, identified with the
correspondence will assist in making the search,

Making the Search. As a general rule, material in the
General Subject File may be located by going directly to
that file, if the requestor has supplied adequate informa-
tion regarding the subject of the material, If the searcher
if not sure of the file designation by which the records
may be found, he should consult the File Classification
Guide before going to the file, If only name references
are given, or if the subject information is not adequate,
the searcher should refer to the Alphabetical Name Index
(if one is being used) to determine the location of the
record in the subject file,

Because of the numerous types of project or case files,

and since they are more easily identified and located than
general subject material, no specific suggestions are given
concerning the searching for such records,.

If the material requested cammot be found in the files, a
gearch should be made of any unfiled records,

B. Charging-Out the Records, To insure proper use of records, to

prevent their loss and misplacement and to keep informed at all
times of the location of records, it is necessary to maintain

=15«
Approved For Release 2000/08/28 : CthA:RBRTH:04718A000800240001-8

Security Information



Approved For Releasé2008R¥8/3 : CIA-RDP78-04718A000800240001-8

Security Information

control of all material withdrawn from the files. This
control is accomplished through a charge-out system, Indi=
viduals to whom records have been charged should be held
responsible for their custody and prompt return after the
records have served their purpose.

1. ‘Removing Individual Records from the Subject File,
Tach time a record is removed from this file, a corres-
pondence charge-out card, as shown in Exhibit "G", should
be f£illed out and placed in the folder in the exact posi-
tion from which the material was removed. When the charged
record is returned to the files, the charge-out card is
removed and cancelled,

2, Removing Case Files, Case files are always charged out in
Their entirety - entire folders are removed and delivered to
the requestor, Upon such removal, fill out CIA Form 36-152,
ttCase File Charge-Out Card," as shown in Exhibit ", and
file in the exact place from which the folder was removed,
When this charged folder is returned to the files, the
charge-out card is cancelled and placed horizontally in the
folder. This will eliminate the necessity of preparing a
new charge-out card each time the case file is withdrawn.

3, Checking the Files for Charged Records, The files should
be inspected regularly to insure the return of charged
records, The charge-out forms are taller than other ma-
terial in the files and can be distinguished readily by &
casual inspection, When such inspections reveal that
material has not been retumed, assure yourself that the
material is still in use,

iy
FNTIAL
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1 July 1953

Mr. John Doe, Manager
American Machine Corporation
Chicsgo 12, Illinois

Dear Mr. Doe:

These Exhibits A and B are included herein to
represent coples of correspondence properly classified
and marked for filing. Exhibit A shows the placement of
the file designation in the upper right corner of the sub-
Ject file copy (yellow), including the correct method of
indicating what crose references should be made.

Exhibit B shows where to place the file desig-
nation on the alphsbetical name index copy (pink), es well
a8 how to underscore the appropriate name reference for
the name index.

You will find the detalled procedures for clasgi-
fying and marking correspondence explained in parasgraph
III C of the general instructions.

Very truly yours,

Robert R. Brown
Deputy Director

ARBL xyz/aBc:mer (1 July 1953)

Distribution:
Orig. & 1 - Addressee
1 - Official File v~
1 - Name Index

CONFIDENTIAL
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Reconds 4

1 July 1953

X
Mr. John Doe, Manager
American Machine Corporation-
Chicago 12, Illinols

Dear Mr. Doe:

These Exhibits A and B are included herein to
represent coples of correspondence properly classified
and marked for filing. Exhibit A shows the placement of
the file designation in the upper right corner of the sub-
Ject file copy (yellow), including the correct method of
indiceting whet cross references should be made.

Exhibit B shows where to place the file desig-
nation on the alphabétical neme index copy (pink), as well
as how to underscore the appropriate name reference for
the name index.

You will find the detalled procedures for classi-
fying end marking correspondence explained in paragraph
III C of the general instructions.

Very truly yours,

Robert R. Brown
Deputy Director

XYZ/ABC:mef (1 July 1953)

Distribution:
Orig. & 1 - Addressee
1 - Official File
1 - Name Index p~
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INDEX: COMMUNICATIONS 2 Security Information
TO: American Mechine Corp., Chicago, Ill.
John Doe, Manager
FROM: Robert R. Brown, Deputy Director
SUMMARY: Procedure for classifying and meking correspondence
for filing
-
FILED: recorps 4
INDEXER: ABC
REMARKS:
CONFIDENTIAL
h 4

CORRESPONDENCE CROSS REFERENGE

(38)
MAR. I953
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oNTE: USE THESE CAPTIONS TO IDENTIFY THE FILE
THAT IS BEING BROUGHT FORWARD FOR CON-
0 SOLIDATION WITH MATERIAL OF A LATER DATE.

FROM: FILE THIS FORM IN PLACE OF THE MATERIAL
BEING BROUGHT FORWARD.

USE THESE CAPTIONS TO SHOW WHERE THE
CONSOLIDATED PAPERS ARE NOW LOCATED IN
DATE: THE FILE.

cussﬁ\cmw'
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ARRANGEMENT OF FOLDERS, GUIDES AND LABELS

LABELS FOR STANDARD
FILE DESIGNATIONS

XY

APPROPRIATIONS 2-1
EXHIBITS

APPROPRIATIONS 2
BUDGET ESTIMATES

LABELS FOR CASE FILES
OR DETAIL SUBJECTS

APPROPRIATIONS 1 1953 \
ALLOTMENTS (OFFICE D}

APPROPRIATIONS 1 1953
ALLOTMENTS (OFFICE C)

APPROPRIATIONS 1 1953
ALLOTMENTS (OFFICE B)

APPROPRIATIONS 1 1953
ALLOTMENTS (OFFICE A)

APPROPRIATIONS 1
ALLOTMENTS

APPROPRIATIONS

£5 APPROPRIATIONS §
P ACCOUNTING 2--1 1953 '

PER DIEM

ACCOUNTING 2
ALLOWANCES

ACCOUNTING 1
ACCOUNTS CURRENT

ACCOUNTING 1 1953 SECONDARY SUBJECTS
ACCOUNTS CURRENT 3RD POSITION GUIDES

1 ACCOUNTS CURRENT

(FIELD STATION X)

ACCOUNTING

PRIMARY SUBJECTS
2ND POSITION GUIDE

Approved For Release 2000/08/28*"CtARDP78-04718A000800240001-8
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RULES FOR ALPHABETIC FILING

There are three steps in alphabetic name filing:

Determine the indexing form of the name--files as written, surname
transposed, articles to be disregarded, etec.

Determine the filing units in the name.

Consider the filing units in turn, determining the arrangement of
the material in strict alphabetic order.

Some of the rules for alphabetic filing, therefore, are concerned
with determining the filing order of the name; some with the
determination of filing units; and others with the alphabetic
arrangement of those units.

In filing by names of individuals the surname is the first unit,
the first name or initial is the second unit, the second name or
initial is the third unit, and so on for any additional names

or initials the person may have.

A fundamental rule of filing is "nothing comes before something."
Thus a surname without given name or initial precedes the same
surname with a given name or initial; also a surname with a given
nane precedes the same surname and same given name with an initial.

Indexing Order
Name as Written Unit 1 Unit 2 | Unit 3 | Unit 4
Richard Johnson Johnson Richard
Jones Jones
J. Jones Jones J.
J. A. Jones Jones J. A,
J. Allen Jones Jones J, Allen
James Jones Jones James
James A. Jones Jones James A,
James Abbott Jones Jones James Abbott
James Allen K. Jones Jones James Allen K.
Ernest K. Jordan Jordan Ernest K.

This example illustrates the alphabetic arrangement considering
first the first units, then when the first units are the same,

the second units are considered; when the second units are also
the same, the third unit is considered, etc. However, where it is
known that the material is on the same individual whether written
with initials or given names, it is filed together. Thus, if

J. Jones, J. A, Jones, and James A. Jones is the same individual,
material is filed together under his most common method of writing
his name. In the GSA, the usual methods for writing the name is

First given name
Middle initial
Surname

Prefixes such as d', D', de, De, De La, di, du, Fitz, La, Le,
M', Mac, Mc, O0', Van, Von, Van der, Von der, are considered as
part of elther the given name or surname to which they are
prefixed, and are arranged in strict alphabetical order.

Filing Order
Name as Written Unit 1 Unit 2 '
Alice Delaney Delaney Alice
Andrew De Laney De Laney Andrew
Michael D'Fao D'Fao Michael
John FitzSimmons FitzSimmons John
Robert MacAlister MacAlister Robert
Charles McCarthy McCarthy Charles
Hugh O'Neill 0'Neilll Hugh
FitzHugh Peters Peters F1itzHugh
Susan St. John St. John Susan
Albert Vandegriff Vandegriff Albert
Ronald Van de Griff Van de Griff | Ronald

Approved For Release 2000/0879% Te X Rbp78-04718A000800240001-8
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RULES FOR ALPHABETIC FILING-Continued

3. Abbreviations of names are filéd as though spelled in full.

Name as Written Filing Order
Unit 1 Unit 2
Wm, Jones Jones William
Jas, Miller Miller James
Chas. Smith Smith Charles
Theo. Williams Williams Theodore
Jno. Young Young John .

4. The abbreviation for Saint, St., is filed as though spelled out.
St. Louis Athletic Club Filed Saint Louis Athletic Club.

5., .Titles such as Dr., Mrs,, Miss,, Prof,, Col., Director, Supt.,
and abbreviations, such as Jr., Sr., 2nd, may be placed in
parentheses after the name, but are disregarded in filing.
However, if there are two names in which the surname and given
names are identical except that one is Jr.,, and the other Sr..
these designations are considered in filing. Foreign and
religious titles, such as, Duke of Argyll, Sister Mary, etc.,
are filed as written, .

Example: LJones, J. A, (Dr.)]

6. The legal name of a married woman, where known, is used for
filing purposes rather than her husband's name. Mrs, is placed
in parentheses after the name, but is not considered in filing

Correct File Incorrect File
Mary Elizabeth Brown (Mrs.) J. E. Brown (Mrs.)
Mary J. Brown (Mrs,) and |not John E. Brown (Mrs.)

Mary Jones Brown (Mrs.,)

7. VWhen the full names of two or more individuals are identical,
they may be identified and arranged according to age, color,
sex, etc. If these factors are unknown, they are arranged by
the alphabetic order of the cities in the addresses.

8. Names of firms and institutions are filed alphabetically as
written when they do not contain the full name of an
individual,

Filing Order
Jones Foundry Company Unit 1 Unit 2 Unit 3
Jones Foundry Company

9. Firm names or titles of institutions containing the full name
of an individual are filed in the following order:

a. Surname
b. Given names or initials
¢, Remainder of firm name or title

Filing Order
Unit 1| Unit 2 Unit 3 Unit 4 | Unit 5
Marshall Field
and Company Field | Marshall|(and) Company
James A. Jones
Foundry Company| Jones| James A. Foundry| Company

¥When it is not clear whether the names are the given name and
surname of a single individual or the surnames of two individuals,
the material is filed as though the names were of two persons,

and cross-referenced under the second name.

Barton Adams Advertising Agency

File: Barton Adams Advertising Agency
Cross reference: Adams, Barton, Advertising Agency.

Approved For Release 2000/0828 INEYALADP78-04718A000800240001-8



Approved For Release ZOOOIO&mIDQMrﬁDPm 04718A00

Security Information

0800240001-8

Vhibit F Cownt.

RULES FOR ALPHABETIC FILING-Continued

10.

11,

12,

13.

14,

15.

16.

Names of firms or titles of institutions containing numerals
are filed as though the numbers were spelled out.

[ihe 13 Club filed

Thirteen Club (The).

Hyphenated names of individuals are treated as one unit in

filing.

Name as Written Filing Order

Unit 1 Unit 2
Sir Henry Campbell-Bannerman | Campbell-Bannerman| Henry (Sir)
David Lloyd-George Lloyd-George David

Hyphenated firm names and titles are treated as separate words.

Henson-Hendrix Company

Filing Order

Unit 1 Unit 2

Unit 3

Henson Hendrix

Company

Names which may be spelled as one word or two words are filed

as one word.

Interstate Insurance Co,
Inter State Produce, Inc.

Filing Order

Unit 1 Unit 2 Unit 3
Interstate Insurance Company
Inter State | Produce Inc.

considered in filing.

‘Apostrophe and s, indicating singular possessive, is not
S and apostrophe,

possessive, is considered in filing.

indicating plural

Filing Order

Name as Written Unit 1 Unit 2 Unit 3
Anderson's Candy Shop Anderson's Candy Shop
Charles A. Anderson Anderson Charles A,

The Boy's Companion Boy's Companion | (The)
Boys' Club Boys' Club

Articles, prepositions, and conjunctions, such as and, for,

in, of, and the,

do not affect the order’of filing.

When the

is included as part of the title it is placed in parentheses;

if it is the initial word,
title.

it is placed at the end of the

Filing Order

Name as Written Unit 1 Unit 2 | Unit 3 Unit 4
The Clark Company Clark Company | (The)

The James B, Clark Company | Clark James B. Company (The)
Edward Cole Cole Edward

Cole and Sons Hardware Co. | Cole(and) |Sons Hardware|Company
League of Nations League (of) Nations

League of Women Voters League (of) | Nomen Voters

Max the Hatter Max (the) |[Hatter

The words brothers, company, incorporated, limited, son, and sonsg,

and their abbreviations are considered in filing, and when
abbreviated, are filed as though spelled out.

Jones Brothers
Jones Company

Jones,
Jones,

Incorporated
Limited

Approved For Release 2000/087¥8 PE{A/RDP78-04718A000800240001-8
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RULES FOR ALPHABETIC FILING-Continued

117,

118,

19,

20,

21,

22.

23.

Approved For Release 2000/08 28 IDFAIRDP78-04718A000800240001-8

Compound geographic names are considered as two words; prefixes
to geographic names are comsidered as one word.

Filing Order

Name as Written Unit 1| Unit 2 Unit 3 Unit 4
New York Publishing Company| New York Publishing| Company
South Carolina Utilities South | Carolina | Utilities

When the names of two or more businesses are identical, they may
be filed alphabetically by the names of the cities in which they
are located, if such separation is desirable.

General Electric Company, Pittsburgh
General Electric Company, Schenectady

An abbreviation in a firm name is filed as if the name were
written in full where name is known.

G. E. Co. filed General Electric Company

A foreign title or article in a firm name is considered as a
separate filing unit,

Filing Order

Name as Written

Unit 1 Unit 2 Unit 3 Unit 4
El Morocco El Morocco
La Parisienne Beauty Shop | La Parisienne | Beauty | Shop

¥hen such phrases as association of, union of, organization of
society for, bureau of (Governmental bureaus excepted), depart-

ment of (Governmental departments excepted) comstitute the
beginning of a name or title, they are considered and filed as
part of the name.

Assoclation for the Advancement )
of Management ) Filed as written, first

Association of Mechanical Engineers) and second units indicated

Society for Prevention of Cruelty ) by underscore
to Animals )

Names of churches, clubs and similar organizations are filed
under the first "unit" word that is most important or that most
clearly identifies the organization.

United States and Federal when preceding a department of the
Government are not considered in indexing. These titles are
considered in filing when they appear in the names of firms
or institutions not connected with the Government.

Filing Order

Name as Written Unit 1 | Unit 2 Unit 3 Unit 4
Federal Casualty Insurance

Company Federal | Casualty Insurance | Company
United States Tariff

Commi ssion Tariff Comnission
Federal Trade Commission Trade Commi ssion
United States Steel

Corporation United States Steel Corporation
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RULES FOR ALPHABETIC FILING-Continued

24,

25.

26.

Approved For Release 2000fS8F28ENEIA:RDP78-04718A000800240001-8

Departments and Bureaus of the Federal Government are filed in

the following order:

a.
b.
c.

necessary for filing purposes.

The principal words in the name of the department
The principal words in the name of the bureau
The principal words in the name of other units

Filing Ordex

Name as Written [ ypj¢ 1 Unit 2 | Unit 3 |Unit 4 |Unit 5| Unit 6
Civil Service

Commission Civil Service Comnmission
Farmers Home

Administration|Agriculture|Farmers Home Administration
Forest Service Agriculture|Forest Service
Public Health

Service Federal Security | Agency Public |Health| Service
General Account-

ing Office General Accounting Office
Bureau of Mines |Interior Mines (Bureau of)
Bureau of Inter-

nal Revenue Treasury Internal | Revenue | (Bureay of)

Frequently governmental units are referred to as "State o£_______

"Commonwealth of
"Municipality of
nations are not conside

,"" "County of ' "CH
," "Township of_______,"
red in filing. The actua

ty of
etc, These desig-
1 name of the

governmental unit is indexed and these designations, when

necessary, are appended

parenthetically,

Name as Written

Name a

s Filed

County of Claiborne, Tennessee

State of Maine

Commonwealth of Massachusetts
City of Memphis, Tennessee

Claiborne, Tenne
Maine (State of)

ssee (County of)

Massachusetts (Commonwealth of)
Memphis, Tennessee (City of)

Bureaus and Departments
is written first, State
third:

of Municipalities.-~The name of the city
second, name of department or bureau

Name as Written

Name as Filed

Cincinnati City Council

Cincinnati Bureau of
Health

Office of the City
Manager, Cincinnati

Office of the Mayor,
Cincinnati

Cincinnati Planning
Commission

Police Department,
Cincinnati, Ohio

Department of Safety,
Cincinnati

Cincinnati, Ohio, City C
Cincinnati, Ohio, Health
Cincinnati, Ohio,Manager
Cincinnati, Ohio, Mayor
Cincinnati, Ohio, Planni

Cincinnati, Ohio, Police

Cincinnati, Ohio, Safety

ouncil

(Bureau of)

ng Commission
Department

(Department of)

Where the volume of correspondence from a municipality or other
government subdivision is small, all material may be filed
chronologically under the name of the subdivision without
further breakdown,
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RULES FOR ALPHABETIC FILING-Continued

27.

28,

29,

¥hen the name of a city is part of the name of a firm or other
organization, not a part of the city government, the name is
filed as written.

Cincinnati Post
Cincinnati Women's Club
Knoxville Automobile Club
Knoxville Glass Company
Knoxville News-Sentinel
New York Times

By use of rules 26 and 27 the State name affords the means of
distinguishing between official municipal correspondence,
correspondence with or about municipal departments or munici-
pally owned and operated organizations and enterprises, and
correspondence with commercial organizations or firms having
municipal names.

in rare instances where there are two or more cities by the
same name but in different States, material must be arranged
in alphabetical order by States:

Bowling Green, Kentucky, Automobile Club
Bowling Green, Ohio, Automobile Club

Material regarding banking institutions is filed first by
the name of the city in which the bank is located, then

by name of bank, with State at end of title in parentheses.
If the city name is embodied in the name of the bank at the
beginning, it is not repeated.

Bank of Knoxville, Knoxville, Bank of Knoxville
Knoxville, Tennessee (Tennessee)
Hamilton National Bank of Knoxville, Hamilton National Bank
Knoxville, Tennessee (Tennessee)
Knoxville Trust Company Knoxville Trust Company (Tennessee)
Bank of Maryville, Maryville, Bank of Maryville °
Tennessee (Tennessee)
First National Bank of Maryville, First National Bank of
Maryville, Tennessee {(Tennessee)

Newspapers which do not have as part of their name the name of
the city in which they are published are filed the same as

other commercial organizations. For example, The Daily Mirror
is filed under D, although it is a New York newspaper.

The words New York are not carried as part of the name of this
newspaper. Similarly, this applies to all other such newspapers
where the name of the city is not actually a part of the
newspaper's name, .

Daily Mirror (The)
Knoxville News-Sentinel
Minneapolis Star-Journal
New York Times

Toledo Times
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INSTRUCTIONS

)
Place card upright In place of charged out folder.
Place card horizontally in returned file folder.
DATE

CHARGE TO

/ CASE FILE (DESCRIFTION}
| (adiach * 12345
OATE

(i
/ . | Kot R ﬁM "
é_j%ﬁu_lﬁi_____,. y

CASE FILE CHARGE-OUT CARD

FORM N0,
MAR 1953 36152

Norg

- A

CTUAL Sizg 810
X /Ou

co,
NEIDE Ny AL
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PART TWO

FILE CLASSIFICATION GUIDE
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ACCOUNTING

This subject pertains to all fiscal accounting transactions involv-
ed in the receipt, disbursement and other handling of appropriated
funds.
ACCOUNTING

1 Accounts Current

- (Depositories)
2 Allowances
(Per Diem - Quarters)
3  Audit

(Suspensions - Disallowances - GAQ Exceptions = Claims -
Inquiries)

L  Bonding of Employees

5 Certifying Officers and Agent Cashiers

6 Collections and Receipts
(Adjustments -~ Checks, except salary - Money Orders =
Currency - Postage - Contributions - Deposits - Fees =
Interest - Refunds = Rents = Royalties - Schedules -
Summaries)

7 Discounts

8 Disbursements

(Adjustments = Advices = Expenditures - Refunds =
Schedules - Summaries)

9 Payrolls and Salaries
(Bond Deductions - Checks, salary = Powers of Attomey -
Retirement Deductions =~ Time and Attendance Reports,
includes overtime and leave records = Vouchers = With-
holding taxes)

10 TReports and Statements

Approved For Release 2009/08/78" LA :RHP78-04718A000800240001-8
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ACCOUNTING (CONTINUED)
11 Systems of Accounting

12 Vouchers and Invoices

(Except payroll vouchers - See ACCOUNTING 9)

Approved For Release 2000408198 - Bl AR HIR78-04718A000800240001-8
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APPROPRIATIONS (BUDGET)

This subject pertains to annual, deficiency and supplemental
estimates and appropriations; budget material; material regarding
preliminary estimates; Bureau of the Budget and Congreéssional hear-
ingss preparation of exhibits in support of estimates; copies of
appropriation bills and committee reports; and material regarding
allotments, apportionments and transfer of funds,

Optional arrangement: Case file by organizational unit, program,
fiscal year, as required,

DO NOT use this subject for filing material relating to fiscal
accounting transactions involved in the receipt, disbursement and
other handling of appropriated funds - See ACCOUNTING.
APPROPRIATIONS (BUDGET)

1 Allotments, Apportionments, Transfers, Encumbrances

2 Budget Estimates

(Exhibits ~ Justifications)
3  Hearings
L Reports, Statements and Statistics

5 Supplemental

rmation

Approved For Release 200&49%%%P78-04718Aoooaooz4ooo1-8
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AUTHORIZATIONS

This subject is for general use only. Do not use for material that
can be classified under more specific subjects, such as:

See TRAVEL 2 for travel authorizations

AUTHORIZATIONS:

QONFIDENTIAL° o
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BUILDINGS AND GROUNDS

This subject pertains to the acquisition, construction, operation
and disposal of office buildings and other structures and the grounds
necessary to maintain such installations, excepts

See SECURITY 1 for material pertaining to the protection

of bulldings and grounds from vandalism or possible
sabotage,

BUILDINGS AND GROUNDS

1 Acquisition (Use BUILDINGS AND GROUNDS 9 for space assign-
ments, acquisition, use, etc,)

(Appraisal - Deeds = Titles = Mortgages - Recordings -
Fasements = Rights-of-Way - Permits - Licenses =
Grants = Cessions - Leases - Loans - Purchase -
Surveys - Transfer)

2 Damage and Protection
(Fire - ¥lood)

3 Design and Construction
(Alterations - Additions - Construction authorization -
Plans - Drawings - Specifications = Progress reports =-
Project proposals - Cost estimates = Sub-Projects =
Work orders)

L Directories, Signs and Bulletin Boards

5 Disposition

(Abandonment - Deeds - Titles - Recordings -
Demolition - Dismantling - Sale - Transfer)

6 Grading and Landscaping

7 Maintenance and Preservation
(Painting = Repairing)

8 TReports and Data

(:JONFIDENTIAL
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BUILDINGS AND GROUNDS (CONTINUED)

9 Space

(Acquisition - Assignment - Use and release, including
office, storage and parking space)

10 Utilities and Services (Except Telephones - See
COMMUNICA TIONS 6)

(Trash collection and disposal - Heating - Lighting =

Power = Refrigeration - Air-Conditioning - Water -
Sewerage)

(}0NFIDENTIAL_
Approved For Release 2006705128 Teinsesirs-04718A000800240001-8
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Security Information

COLLECTION (CONTINUED)
10 Printed Matter

(Publications - Newspapers - Periodicals -
Documents - Maps - Charts)

11 Requirements

(Requests - Directives = Responsibilities)

‘nformation

Approved For Release 200098(28 2 C1RFKB#H78.04718A000800240001-8

/



Approved For Release 2000/%8/28 COIATRDFPX8-04718A000800240001-8

ecurity Information

COMMITTEES:
This subject is for general use only, Do not use for material
that can be filed under more specific subjects, such as:
See EQUIPMENT AND SUPPLIES for Boards of Survey

Optional Arrangement: Case file as required,

COMMITTEES
1l Memberships

2 Reports and minutes of committee meetings

Approved For Release 2000/98/28 ¢ L AL 18:04718A000800240001-8
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Security Information

COMMUNICA TIONS

This subject pertains to material regarding all types of communica-
tion facilities and services, including procedures for handling
mail, telegrams and correspondence,

COMMUNICAT IONS
1  Inter-0Office and Public Address Systems
2 Mail and Correspondence )
(Addresses - Postage - Postal Laws and Regulations,
including penalty privileges - Procedure, includes
preparation of correspondence - Referred letters =

Insured and special delivery)

3 Messenger Service (Includes U. S, Official Mail and
. Courier. Service)

L Radio
§ Telegrams, teletypes and Cablegrams

6 Telephones

(Installation and use - Lists and Directories,
including individual telephone numbers - Toll calls)

Approved For Release 2000/98/28 0. ArBLIET8:94718A000800240001-8
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ecurity Information

CONTRACTS
This subject is for general use only. Do not use for material that
can be filed under more specific subjects, such as:
See EQUIPMENT AND SUPPLIES L for material pertaining

to contracts for the procurement of equipment and
supplies,

CONTRACTS:

ON
Approved For Release 2009198125 GlAsRIELE8-04718A000800240001-8
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Security Information

DISSEMINATION

This subject pertains to'the request for, and/or distribution of,
intelligence information,

DISSEMINATION

1 Distribution and mailing lists
2 Materials (Media)

(Reports and surveys - Exhibits - Graphics =
Recordings - Newspapers and periodicals - Maps -
Charts - Speeches and lectures -« Books - Press
and radio releases)

Planning and Coordination

Requests

5 Restrictions

(Censorship = Quantity Control)

COI‘\IFIDENTIAL
Approved For Release 2000/08/28 © CIA-RDP3.04718A000800240001-8
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EMPLOYMENT

This’ subject pertains to the employment of Non-Federal personnel

only, ,
See PERSONNEL for matters pertaining to Federal
empleyees,

EMPLOYMENT

1l Labor

(Laws - Strikes)
2 Positions (Includes endorsement by Government Officials)
3 Unemployment

i Wages, Wages Rates

Approved For Release 2000/08/ 264Uy RIEAEME8A000800240001-8
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EQUIPMENT AND SUPPLIES
This subject pertains to procurement, utilization, management and
disposition of equipment, supplies and materials, except:
See BUILDINGS AND GROUNDS for material pertaining to
acquisition, management or disposition of buildings

and grounds.

See VEHICLES for all matters pertaining to vehicles,

EQUIPMENT AND SUPPLIES

1 Cataloging
(Classification - Identification)

2  Distribution '
(A1location - Assignment = Rationing)

3 Installation, Maintenance and Preservation
(Repair = Painting - Servicing)

i Procurement
(Authorization and justification - Bid and performance
bonds - Catalogs, price lists and schédules = Discounts =
Inspection and testing - Open market - Priorities and
expediting - Purchase orders = Rental of equipment -
Requisitions - Specifications, bids and contracts - Tax
exemptions - Requirements)

5 Property Accountability

(Inventories - Loans and exchanges - Loss and theft =
Property passes - Receiving Documents)

6 Storage and Stockpiling

7 Surplus, Salvage and Conservation )
(Acquisition - Boards of Survey = Declarations =
Disposals - Excess Lists - Sales authorization -

Transfer)

8 ‘Utilization

CONFIDENT
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ecurlity Information

EXPLOITATION

This subject pertains to the methods and procedures for the
evaluation and utilization of intelligence information collected
by the Agency.,

See COLLECTION for material pertaining to the collection
of information.

See DISSEMINATION for material pertaining to the
distribution of information,

EXPLOITATION

1

~N O v oW

Analyzing
Correlating and Evaluating
Describing
Editing
Estimating
Incorporating
Plaaning and Coordinating
(Policies - Responsibilities - Participants)

Translating

CONFIDENTIAL
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Security Information

FORMS

This subject pertains to forms design, standardization, revision,
clearance, control, supply and issuance,

FORVS
1 Control or Management

(Design - Standardization - Revision - Clearance)

CONFIDENTIAL
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INVENTIONS

This subject pertains to discoveries and inventionsy copyrights of
articles or publications; applications for patents and trademarks
for devices or materials developed by Agency employees and
associates,
Also include agreements permitting use of patents,
Case files may be established, as required, Classify by name of
senior author or other appropriate classification,
INVENTIONS

1 Patents, Copyrights and Trademarks

(Applications - Permission to use)

CONFIDENTIAL
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urity ormation

INVESTIGATIONS
This subject is for general use only, Do not use for material that
can be filed under more specific subjects, such as:

See PERSONNEL 15 for personnel investigations.

INVESTIGATIONS

CONF IDENT JAL
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LEGAL

This subject pertains to legislative proposals, copies of bills:
and resolutions, committee reports, hearings, etc,
LEGAL

1 Claims and Litigations

2 Decisions, Opinions and Interpretations

(Attorney General - Comptroller General = General
Counsel)

3 Executive Orders
i Laws and Regulations

(Code of Federal Regulations = Federal Register -
Foreign)

5 Legislation

(Federal, file by House or Senate Bill or Resolue
tion Number - State and Territorial)

6 Notaries

CONF
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ecurity Information

LIAISON

This subject pertains to policies, procedures and agreements
concerning liaison with Individuals, States, Foreign Governments,
Federal Agencies or Organizations, This subject 1s for general use
only, do not use for material that can be classified under more
specific subjects, such as:

See COLLECTION 9 for liaison regarding collection of
intelligence information,

See EXPLOITATION for liaison regarding evaluation and
utilization of intelligence information,

See DISSEMINATION for liaison regarding the disseminge
tion of intelligence information,
LIAISON (Includes Agreements and Memorands of Understanding)
1l IAC Agencies
2 International
Intra-Agency

Other Federal Agencies

i &~ w

State Agencies or Institutions

CONFIDENT IAL
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MEDICAL

This subject pertains to the development, preparation and execu=
tion of the Agency medical program and with providing medical
service and support to Agency activities,
DO NOT use for any papers involving status or health record of an
employee, Such papers should be included in the designation
"Health Record Case Files", '
MEDICAL

1 Dentistry

(Dental treatment - Dental equipment and supplies =
Prosthetic dentistry)

2 General Medicine
(Diseases and injuries - Treatment = Rehabilitation)
3 Medical Equipment and Supplies
(Drugs = Hospital and medical laboratory equipment =
Medicines = Surgical instruments = X-ray medical
equipment and films)
L Medical Specialties

(Dermatology = Gynecology - Neurology - Orthopedics =
Ophthalmology - Psychiatry - Radiology = Urology)

5 Physical Examinations
(Autopsies - Cultures = Medical surveys - Physical
standards and tests - Specimens - Temperature -
X-ray examinations)

6 Preventative Medicine

7 Surgery

(Surgical operations - Prosthetic devices)

C
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MEETINGS

This subject pertains to meetings, conferences, congresses, conven=
tions, etc, Do not use for material that can be filed under more
specific subjects,
See COMMITTEES for material pertaining to committee
meetings,
MEETINGS
1 Engagements, Invitations
2 Inter=Agency

3 Intra-Agency (File by Area, Organizational Unit, etc, s
as required)

L, International

5 TReports and minutes of meetings

Approved For Release 2000/Q8428 < (CIARIE/G H4718A000800240001-8
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NATIONAL DEFENSE

This subject pertains to the Agency's activities and contributions
to the National Defense Program, except intelligence operations,
NATIONAL DEFENSE
1 Civil
2 Conservation of Resources
(Essential or Raw Materials)
Construction and Housing
Foreign Economic Cooperation

Industrial Mobilization

3

L

5

6 Manpower
7 Military
8 Price Control
9  Production

10 Wage Stabilization

11 Reports

1!%&3{%{}471 8A000800240001-8
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rity Information

ORGANIZATION AND MANAGEMENT

This subject pertains to the executive or administrative structure’
of the Agency; distribution or delegation of duties and functionsj
establishment or discontinuance of offices or organizational units;
emergency planning; management policies; procedures; and all
administrative or authoritative issuances of the Agency, except
processed copies of Agency manuals which should be maintained
separately,

ORGANIZATION AND MANAGEMENT

1

Administrative Issuances (Policy and Procedural Orders,
Notices and Memoranda)

Improvement Program
(Suggestions and Honor Awards = Survey and Studies)
Inspections (Field)
Emergency Planning
(Decentralization and Dispersal)
Establishment, Reorganization and Ligquidation

(Internal, file by name of organizational unit, as
required = Other Federal Agencies)

Programs and Plans (General Only, Do not use this subject
for material that can be classified
under more specific subjects.,)

Procedures and Methods

Functions and Delegation

(Assignment and transfer of functions - Delegations
of authority)

Charts and Tables

(Organization charts - Tables of organization)

CONF
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Security Information

PERSONNEL

This subject pertains to all phases of personnel administration,
including policies, programs, procedures, regulations, etc,
PERSONNEL
1 Attendance and Absence
(Leave - Vacations = Overtime)
2 Citigzenship
3 Classification, Duties and Salaries

(Job Description - Standards - Wage Rates -
Salaries)

L Conduct
(Commendations - Complaints, Charge, Debts =
Disciplinary Actions - Awards and citations, other
than those based on work improvement projects)

5 Contribution - Solicitation of Funds (File by title of
Campaign or organization, as required)

6 Court Attendance - Jury Duty

7 Assignment
(Detail - Reassignment - Transfer) -

8 Evaluation (Performance Ratings)
(Appeals - Instructions - Reports)

9 Employee Relations and Activities
(Blood donors - Clubs and societies - Counseling =
Credit Union = Grievances - Health - Hospitaliza-
tion = Political activities - Recreation and welfare -
Unions)

10 Military

(Assignment to CIA = Selective Service and Training)

Approved For Release 2000/08/28 ; fspRPP£8-04718A000800240001-8
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Security Information

PERSONNEL (CONTINUED)

11

12
13

15

16

17

Policies and Procedures
(Agency - Dismissal on account of heat, etc, =
Fair Employment Practices - Hours of duty- Leave
Holidays - Qutside work - Overtime, to include
authority to approve = Persomnel ceilings)

Promotions and Demotions

Records and Reports

Recruitment
(Applications and endorsements - Certification -
Examinations and tests - Investigations, non-Security =
Qualifications - Reemployment - Reinstatement =
Schools and colleges)

Safety
(Accidents - First aid - Inspections and instructions)

Separations

(Bxit interviews = Reduction-in-force - Removal for
cause - Resignations - Retirements)

Consultants (File here all papers pertaining to the
employment of consultants by the Agency)

- Approved For Release 2000/0§(28-5 LI AR LIRS 8:04718A000800240001-8
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nformation

PRINTING AND REPRODUC TION
This subject pertains to printing and reproduction services,

PRINTING AND REPRODUC TION

1l Policies and Procedures
2  Programs

3  Reports

L Requests and Requisitions

CONFIDENTT.
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Security Information

PUBLIC RELATIONS

This subject pertains to general phases of public relations only,

See LIAISON for material involving relétionships with
organizations on a formal basis.

PUBLIC RELATIONS

1
2

Commendations, Congratulations and Greetings

Criticisms and Complaints (General only. Do not use for
material that can be classified
under more specific subjects,)

Petitions and Resolutions

Introductions

Representatives and Visitors

CONFI '
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RECORDS'
This subject pertains to policies, procedures and systems for
handling, filing and disposing of records,
See SECURITY 2 for the security of records and
communications,
RECORDS
1 Accessibility
(Request for access to records = clearances)
2 Disposition
(Disposal, by destruction, sale or transfer - Inven-
tories ~ Reports - Transfer to Federal Records Center -
Transfer to National Archives - Transfer between
Federal Agencies - Inter-Agency loans, temporary
transfer, etc,)
3 Filing Systems and Procedures
L Management
(Surveys)
5 Microfilming
6 Vital Materials

(Inventories - Procedures and policies = Progress and
status reports)

ONFIDENT _
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REFERENCE LIBRARY

This subject is to provide for the filing of non-Record, REFERENCE
material when such material is maintained in filing equipment,
Library and museum material made or acquired and preserved solely
for reference or exhibition purposes; extra copies of reports and
documents preserved solely for convenience of reference; and stocks
of publications and of processed documents fall into this category.

REFERENCE LIBRARY

Approved For Release 2000/ggé%%9§3§1%§5%¥?;24718A000800240001-8
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Security Information .

REPORTS

This subject is for use in filing recurring reports such as weekly
and monthly activity or progress reports. Nonrecurring reports
should be filed by subject matter,

Optional Arrangement: Case file as required,

REPORTS

Approved For Release 2000/08(28 <k A BDE78:04718A000800240001-8
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Security Information

SECURITY

This subject pertains to the safeguarding of information and material,
which, in the best interests of National Defense and safety should
not be disclosed to unauthorized persons.
SECTRITY
1 Buildings and Equipment (Protection)
2 Commumnications and Records
(Classification and reclassification = Cryptography =
Disposal - Filing and storage - Transmission and
receipt - Use and release of)
3 General Policy, Regulations and Procedure

i, Information and Publications

(Censorship - Classification and reclassification =
Use and release of)

5  Personnel

(Identification badges - Investigation and clearance =
Loyalty and review = Orientation)

6 TReports and Data

7 Violations

CONFIDENTIAL
Approved For Release 2000/08¢28riQALRDP78104718A000800240001-8
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SHIPMENT

This subject pertaing to the shipment and routing of equipment,
materials and supplies,

SHIPMENT
1 Air
Motor Carrier

N

Rail
Water

Loading, Marking, Packing

3
L

5

6 Routing and Shipping

7 Regulations

8 Bills of Lading and Freight Bills
9 Demurrage

10 Express

11 Drayage

12 Storage in Transit
13 Loss or Damage

1L Quotation and Rates

15 Personal Effects

CONFIDENT 1.8
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Security Information

TRAINING

This subject pertains to the development and direction of all
Agency training programs,

TRAINING

1 Policies and Procedures
2 Facilities
3 Programs
(In service - Orientation = Career Service)
L Reports

5 Outside Training (Colleges, Schools)

CONFIDENTIAL
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TRAVEL

This subject pertains to the travel of employees or others on
official business, including policies, procedures and regulations,
Case files by name of traveler may be established as required and
may be accomplished by writing the name of the traveler as part of
the file designation, thus: TRAVEL (Brown, Harry)
TRAVEL

1 Advance of Funds

2 Authorizations
Entry (Custom courtesies, etc,)
Foreign (Includes passports, visas, etc,)
Itineraries and Reservations

Policies and Regulations

Privately Owned Vehicles

L 1 O oW

Transportation Requests

CONFIDENTIA
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VEHICLES

This subject pertains to acquisition, utilization and disposition
of automobiles, trucks and other vehicles, including policies,
procedures and authorities for their use,  Include also material
regarding the procurement, accountability, use and disposal of
tires and tubes,

VEHICLES

1 Accidents (Except claims of injured employees - See
PERSONNEL 1L)

2 Assignment and Use

(Policies and regulations = Authority to use)
Credit Cards
Inspection
License Plates (Auto tags)
Loss, Damage and Theft (Except accident)
Maintenance and Repair

Marking and Identification

o -3 [0 SRR ; § =~ W

Permits to Operate
10 Procurement
11 Reports ‘
l2 Storage (Authority to store at private residence)
13 Surplus or unserviceable

| (Disposal by sale, transfer or loan)
1 Tires and Tubes

15 Titles

Approved For Release 2000/0828 <GB BT8:04718A000800240001-8
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Security Information

SUBJECT INDEX

CONFIDENTIAL
Security Information
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Security Information

SUBJECT INDEX

The word "See" indicates that the subject category is further sub-
divided or that there are special instructions pertaining to its use,
In such cases the SUBJECT LIST should be consulted to obtain the
appropriate file designation,

-A-

Reference File Designation

Abmdormlent..tﬁi.'.0........O.‘..."‘.O'D“.G BUII‘DINGS&GROUNDS S
Absenceﬁa'00'!..0..'...00.‘!.....0....00.0... PmranL l
Accidents
Enployees.cﬂtil.'.O..‘Q.'."O'.Q..‘.Q.. PmNIqEL 15
vehicles..tlt'O0'0..00.‘!'..0.'...0.0.' VEIICL%I
Accomdationsct"ﬁtl.l.‘.l.l.l..‘.l...b...l. MVELS
Accoun'bability Propel‘ty. essssensscs et s EQUIPIVENT & SUPPLIES 5
Accounting.C....Q...."..'..lQ.l...l...i‘t.l‘ See ACCOUNHNG
Accounts Currenteceseieccssesrosvscscesasrsee ACCOUNIING 1
Acquisition
Buildings & GroundSececcscesesescosssene S08e BUILDINGS & GROUNDS 1
Equipment & Silppliesnua--.mouun.. EQUIPMENT & SUPPLIES 7
spaceccuttclIt"Ol....lco..cc.'..l.‘..‘ BUILDINGS & GROUNDS 9
vehicleSCi0!"00..6...0.0‘!!.......!0... see VE-IICL% lo
Activities, Elﬂployeeoococ0500000000000000000 PERSON.NI‘:L 9
Addresses’ Maj—ling.ﬁlii000....."0'00...0.'. COMNNICATIOst
Adjustments
Collections & RecelptSieesseesssvecsseen ACCOUNTING 6
Disbursemen‘bs.‘.C'..0"0.00.'...'.‘..... ACGOUNTINGG
Adminlstrative Issuancesisceecsssveoseessess ORGANIZATION & MANAGEMENT 1
Advance of Funds for Traveleeeeseseeseessese TRAVEL 1
Agent caShiers.""0.‘.00..0.0.0....‘.."0.00' ACGOUNTINGS
Agen-t's.co.-~ola0u.a.Ollo0000.00..000.'000.00 See COLLECTION
Agreements‘."l.'lll.Q'.l...l'.'.'i.'..l'.‘. See LIAI&N
Air Conditioning.CQ.l...'...'.."".".'.... BUILDINGS & GROUIm lo
Allocation
Equipment & SuppliGSeeeiseeseeecessesse EQUIPMENT & SUPPLIES 2
Funds..'..'0'..‘..'..............l’.l" MPROPRIATIONS (BUDGET) 1
Vspa-ce.l.l'l'.0.0..0."0.!00‘0"QIOQIO.. BUILDINGS& GROUNDS9
AllotmentSOOCIQOOOOCQOOOO'IQ".!O.I.!.'....I EPROPIEATIONS (BU}JGET) l
AlloWEnCES.o.'oau'ac-ono.oulhtoolnl.'l".t.t ACGOUNTING 2
Alteraticns.........u..................u.. BUILDINGS& GROUNDSB
Anaj-yZingQCQ.I'l'D.l"..'...lO.O.t..!".ll.l EXPLOImTION 1

CONFIDEN IT '
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Security Information

Reference

Anmial Leave, Policies & Procedures........
Appeals, Performance RatingS.vesecssscecees
Applications
Inventions, Patents, elCevcceceresrees
Personnel, Recruitmente.ceeeccececssise
ApportionmentSesssesceccevossesesecrsrasces
Appraiﬁals......-..-.--.......-o....----.oc
AppropriatlionSecescecscesccceciocestcesnnce
Assignment.
Equipment & SuppliesS...escesscscecccas
M:ilitary 'l'ﬂ CIA’O.I.O..O..Ill.....ll..
Personnel.‘..I.......l.......I....ll.'
ace...‘..'..."!l...'I....OO."l...‘
Vehiclesﬁi."I..'—.0"!0..'...'.0'.1&.'.<
Attondance & ADSENCCieesessssssoscesssssese
Audits;...‘...‘.‘.....l..O.'O..."O..QCO..."
Authority, Delegation ofi..ccveevvversennee.
Authorization8eesesscosssssscesncessoscsces
Constructionesseesessssssccaceescraccs
PmcurementOOQQDOOIO...l‘l'f‘l"...."’
ravelieesssseosceasnssosassasssosssssns
Au'toPSieSOo'-000.0-..0-000.-.0-0ooo'ootnuoo'
Awards
Honoru..u.....u.nuu.-....-.-.u-

Omer..b..."‘.'i'..0..'.'..000"00".'~

CONFIDENTIAL

File Designation

PERSONNEL 11
PERSONNEL 8

INVENTIONS 1.

See APPROPRIATIONS (BUDGET) 1
BUTLDINGS & GROUNDS 1

Sée .APPROPRIATIONS (BUDGET)

EQUIPMERT & SUPPLIES 2
PERSONNEL 10
PERSONNEL 7

. BUILDINGS & GROUNDS 9

VEHICLES 2

PERSONNEL 1

ACCOUNTING 3

ORGANIZATION & MANAGEMENT 8
See AUTHORIZATIONS

BUILDINGS & GROUNDS 3

EQUIPMENT & SUPPLIES L
TRAVEL 2
MEDICAL 5

ORGANIZATION & MANAGEMENT 2
PERSONNEL L

Approved For Rel848& 2800708728 “ €lA-RDP78-04718A000800240001-8
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-B-
Reference File Designation
BidSQQltbinvoocloo--toc-«aoo-.-oonc&coto..} EQUIPIENT&SUPPLIESLL
Bills Of Lading. ooooo VEE BB EIELETEE LS R N L SHIPI\ENT 8
BlOOd DOHOI‘S........«.-..........-..‘....... PEPLSONN-EII9
Blueprints..«................. ------ LI A A ) BUILDINGS&GROUNDSB

Boards
Review, Performance Rating............. PERSONNEL 8
’ Survey, Su.I'plus Property....“...“.-.. EQUIPPENT & SUPPLIES 7
Bond DeductionSeeesssesssssceceeseesaneneses ACCOUNTING 9
Bonds
Bid or Performanc€esecssreeceessssecsss BQUIPMENT & SUPPLIES U
Bonding of Employees........ esessseness ACCOUNTING L
Certifying Officer & Agent Cashiers.,.., ACCOUNTING 5
Budget Estimates‘.'..""0...‘0.‘0.0#0.'0..& MPROPRIAHOPIS (BUDGET) 2
Building PaSSeS..........................-.. SECURITY 5—1
BulldingsSeeesereetnsessesrosscasesssnonssess S0 BUILDINGS & GROUNDS
Housingeseeesesvesasesonesanssnsssenses NATIONAL DEFENSE 3
Security Protection ofeesevesnceceessss SECURITY 1
Bulletin Boardseessseseessosscecesseassessss BUILDINGS & GROUNDS L

CONFIDENTTAL
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Security Information

Reference

CablegraMSeeeeesscssesasocseasncsncsaoncone
Career ServViCBsscscccsccsscvssrreccsosscree
Gata}.bging.oooolococuoo.noo;oocaaoo:oorob..
Catal-ogsgtcttCOO.........l.'..o.l'.‘c......
Censorship
Information & PublicationsSecscescessces
Intelligence InformatioNessececssccece
ml.‘."".l.b......‘.000.'!0...0"0.
Certification:ceessessorcrsscssssesassvacnaes
Certifying Officers.s.cesececcscsnscvccsce
COSSLONS s seeeseroasonsrsosssssasssasnssosssse
ChargeSeeessssssesssssssssasrsvessvncoccsos
Charts
Collection Ofceeesscessosasasevarcnccce
Dissemination 0fseesecscesoscssncracese
Orgarﬁ.za'bion..........................
ChECks, Salal'}’.n....................-....-
CitizenshiPessssssecscsccscsssecoccrossscns
Civil DefenSCesesscosssnsssorscoscsscrccccss
Civil SErVicCB.:eesseerscasccssccssssrsssoce
Claims
Accountingesesesocscosnsssssscnscccecsces
Claims & LitigationSeesecsccssvescoccns
Employees................,.;....,.....
LoSs OF DaMaZCesececssasssscesracsesse
Classification
mloyees....l..Ot‘.QOOOO..O‘.l"l'.‘.‘
Equipment & SupplieS.....--......u...
Informa‘bion & Publications........o...
Clearance
FOrMSesecsssasessnssssctrssessssssstss
Personneltlﬁclﬂii"iﬁODDO‘C.OQ.O...‘Q.
Clubs & S0CietieScessssssssesscvscrsasorcrase
Code of Federal RegulationSeesceccssessvone
Collection.........‘....................r...
00119Cti0n3 & Receip‘bs..........-.-.u.u..
Commendations
EMDLOYCeSeesessssscoscvssresscactscsee
Public Rela‘tionS......................
Conmﬂ'.‘b‘bees.....r.....-....................u
Common Car‘rier.............................

CONFIDENTIAL

A

File Designation

COMMUNICATIONS 5
TRAINING 3

EQUIPMENT & SUPPLIES 1
EQUIPMENT & SUPPLIES L

SECURITY L
DISSEMINATION 5
COLLECTION 6
PERSONNEL 1L
ACCOUNTING 5
BUTLDINGS & GROUNDS 1
PERSONNEL L4

COLIECTION 10

DISSEMINATION 2

ORGANIZATION & MANAGEMENT 9

ACCOUNTING 9

PERSONNEL 2

NATIONAL DEFENSE 1

See PERSONNEL _~n,

ACCOUNTING 3
LEGAL 1

PERSONNEL 15
SHIPMENTS 13

PERSONNEL 3
EQUIPMENT & SUPPLIES 1
SECURITY L

FORMS 1
SECURITY 5
PERSONNEL 9
LEGAL L

See COLLECTION
ACCOUNTING 6

PERSONNEL 4
PUBLIC RELATIONS 1
See COMMITTEES
Sce SHIPMENT

49
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Jecurlty Information

tQeference File Designation

e i e e

Communications............................. See COMMUNICATIONS
e CUILI G s arenanerarininnacennnansnses SICURITY 2
Complaints i
B0l Oy EESusuasarenrsnearsonsanssneeess PERSONNEL L
Public RelationS....v.evseseveeseeeeess PUBLIC RELATIONS 2
Condue s vt iiiiiniacnnnninranansnnsaee. PERSONNEL L
Conferences................................ See MEETINGS
Congratulationsk........................... PUBLIC RELATIONS 1
Conservation
JS b o < N EQUIPMENT & SUPPLIES 7
e SOUTCeSeuuurossrssneerasnnneasennesss NATTONAL DEFENSE 2
GO U C 0 st ettt e rererennerroasenconnes NATIONAL DEFENSE 3
Authorization......................... BUILDINGS & GROUNDS 3
Consultants, . vivriiiienieieninnennrennnnnns See PEASOWNEL 17
Contracts.......,.............t..........., See CONTRACTS
Procurementescesesiviesieierenennnnnss EQUIPMENT & SUPPLIES L
Contributionse,ieeesiisisnenernnreanenans s ACCOUNTING &
Solicitation of FundS.es.ecesesversvns.. Sce PERSONNEL 5
Control, FOrmMSeesesusseeesrsersscensensenes FORMS 1
Cooperation (Foreign Economic)....sess,.es. NATIONAL DEFENSE )
Coordinating..........-.......-........-uo EXPLOITA'I'ION 7
Copyright'SOIo-noooonoou.o-oau-o.t.o-.ocoooo INVEH\FIIONS l
Correlating & Evaluatingeseeeesseeeenovsees EXPLOITATION 2
Correspondence & Maileeeeessesoesescosseses COMMUNICATIONS 2
Cost B timatCSesaeesseceennnssacocconsonsas BUILDINGS & GROUNDS 3
Counseling................................. PERSONNEL 9
Courier Routes & ServiceSeeess.vsssseseoess COLLECTION 8
Court Atbendancesssssesssseseeserseensesess PERSONNEL 6
Credit OardS"ll.i‘...'..l‘.l.l‘.c.l.ll.'.t VEI{ICL}SS
Credit UnioNe.seeesseseseooreenancsacassses PERSONNEL 9
CritiCiSmS...-..............“............. PUBIJIC RELATIONS 2
Oy POy et s i v eineisereninsennnnoness SECURITY 2
Cultures, Hedicalieeeesovesnossasesnssess MEDICAL 5
Customs Courtesies.iies.vsveesnonsnseneses TRAVEL 3

CONFIDENTIAL
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Security Information

. )

Reference File Designation

Damage

VENiCLleSeoceosreessasasoscssnnsscaness VEHICLES 6

Buildings & GroundsS.isecesssssccvesecee BUILDINGS & GROUNDS 2

ShipmentSeceesoevesoseasssssnassavence SHIPMENTS 13
Death of ENMDLOYEC.escssssesssrssssavescesss PERSONNEL 16
Deb‘ts:boCOG...OO.Q'Q..'..OGO'.I‘.'.IO.‘O.GO. PmSONNmJ h
DecentralizatioNe.serescsssssscccrerssssnce ORGANIZATION & MANAGEMENT L
DECiSiOHS....”.....-.........uu..-.oo... LmAL 2
Decla.r‘ations..........»......-.........“..o EQUIPMENT&SUPPLIES'?
Deeds

AcquisitioN.seesecsscroessssnvarasoses BUILDINGS & GROUNDS 1

DispOSitiONecsescsssssorsonssvssoscone BUILDINGS & GROUNDS 5
DemolitioNesesosscssassssassssscsssosssssrsy BUTLDINGS & GROUNDS 5
Demotions.......‘.......................-.. PERSONNELIZ
DEIMILTAE e escosascrsoesssssverssacvvooracss SUIPMENT 9
DentistrYeeerroassoasseovesssassasconcsness MEDICAL 1
DOPOSitSecrssersrnsrssssvssssosssvosossscss ACCOUNTING 6
DormatoLOST e ccossascasssossosnssssssssscccs MEDICAL L
Describingeoescsesscossscsocsscssscscrcares EXPLOITATION 3
Design -

T OIS e cesesasssssssassssonasssessvscsnss TORMS 1

Buildings & GroundSesessessesceesvesee BUILDINGS & GROUNDS 3
Detail, EMPlOyeeSesecscssrsccvavensucoacone PERSONNEL 7
Directories

BULTAING e e vvevsereacssarasesasesesssss BUILDINGS & GROUNDS L

TelOpONCa sessssoensssosscorssscnssces COMMUNICATIONS 6
DishursementSeeeessessnsssosscsssccasesncse ACCOUNTING 8
Disciplinary ACtLONSe.eescssscnosscscsceens PERSONNEL 4
Discounts...‘.‘....l‘.....‘l.“'....0‘.".... ACCOUNTING?

Procurement, cessesssssssssssnssscenene EQUIPMENT & SUPPLIES Iy
Diseases

Azency Medical ProgralMe.c.cssscssscsce MEDICAL 2
DismAntlingecescosesossacssosescossrecsssacce BUTILDINGS & GROUNDS 5
Dismissal (Heabt).esceooresssssscssensccasss PERSONNEL 11
DiSpersalessccssesssssvsscercssssssacscssasse ORGANTZATION & MANAGEMENT L
Disposal

Equipment & Suppli€Sesscsseesssossccos EQUIPMENT & SUPPLIES 7

RECOTASeeccceccsssnsnssensssvsnsssacsce RECORDS 2

Security of ReCOrdScsccesevsssccccccss SECURITY 2

VehiClESe eevssonssesssascssssssssssnce VEHICLES 13
Disposition

Buildings & GroundSeecsecsveossssssose BUTLDINGS & GROUNDS 5

RECOTASesocessoccsssecsnsssossssssescs RECORDS 2

-

: CONFIDENTIAL
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Reference

Dissemination.seeevesssssscesscsacrssacssns
Distribution

Equipment & SupplieSieecesesesvcacessne

Intelligence Information..sascscsscese
DonationS.essseessesscesesocvosconsnsnvnsses
Downgrading

Communications & RecordS.seevsrevescns

Information & PublicationSeseecscssses
D AW ing S secessosssescecsasssoescessssosnns
Drayageseseesesesssannensssssasvecnsnanesne
Dmgs.".QOOQOI.l.0lll.!.....‘..l..l..‘lﬂ‘.
Duplicating..veevresrsoennesnacessscaseasane

Dutiestﬂl'.O.I..IO..0...‘.".0..00“'.‘.".

CONFIDENTIAL

File Designation

See DISSEMINATION

EQUIPMENT & SUPPLIES 2
DISSEMINATION 1
PERSONNEL 5

SECURITY 2

SECURITY L

BUILDINGS & GROUNDS 3
SHIPMENT 11

MEDICAL 3

See PRINTING & REPRODUCTION
PERSONNEL 3
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=B

Reference : File Designation

Easemnts’.o"...‘....'G.l‘..Q"........'..‘ BUII'DINQS&GROUNDSJ'
Employee RelationsSisesecsesrercsssovscsvens PERSONNEL 9
mlomntﬂ.o.....ﬂ.'....‘....'.'....'...‘. sae mmeT
mcumbrmces.....‘...'.'...I'.ﬂ...’...'..ﬂ. MPROPRIATIONS (BU‘DGET) 1
Engagements"O...l.......‘lO."l..O.....'.. mnNGs‘l
En'bI’y' (Cus'toms Courtesies)........-oo.uu. TRAVEL 3
Equipmoent&alpplies.....l'...........‘.... see mUIPPIENT&SU’PPLIES
Bids.'.'lﬂn.ﬂ..‘.'.'...0..0'."..".... mUIPmT&SI]PPLIEh
conservationOVQ.‘.I-'UQU...."..'.‘.." mUIPmNT&S‘[IPPLIm7
CONEIACESanssseneesosnesnsassosaosssss BQUIPMENT & SUPPLIES L
Den.balﬂlﬁi.‘O‘.......'..."0...'.0..’. mICAI‘l
DiscountBeceecoesessscssssscassannssne MUIPIENT&SUPPLIESLL
Distributlon,eeeeceevsescesacssccsonse EQUIPMENT&SUPPLIESZ
Equipmnt.".ﬂ..'...".'..‘..‘...".." SECURIH]‘
Medical.'0..".........'....'..'...'.. MICM‘KB
Surplus & S8lVag8.ssscrsssccrreconcons EQUIPMENT & SUPPLIES 7
Egtimate
BudgetOGGOQl..,.',...l....0.."......g.' MPROPRIA'HONS (BUDGET) 2
Cost'..'.o"..'.................‘..0'0 BUILDINGS&GROUNDSB
In'belligence.........r.....-.,u........ ECPLOITATION 5
Evaluating (Intelligence)eceesesescssssesss EXPLOITATION 2
Evalua‘tion’ mloyees.........‘U'.....I.... PmmNNELB
Examinations & TestSeeeoseecssosssssssessss PERSONNEL 1L
Exceptions (GAO)e.eeesecasnscscoscscooocsess ACCOUNTING 3
mcess mstso’....o.."....'...0.....’00‘0. mUIPmNT&S[]PPLIm7
mc}langese.ﬁ‘“.0..‘.'.0..........'.UD.‘O.Q see EQUIP}ENT& SJPPLIESS
mecuﬁve Orders......'.....G‘O'.'.".D‘ﬂ.“ LmALB
Mibits‘...oﬁ."0."........."Q..O.O'..QO DIﬁmENATIONz
mit Intewiws.".'..'....I....JOQOG.'Q.OD meNNEL 16
EXpenditireS. cesovservoreacsescnvassecocsas ACCOUNTING 8
mploj'tationlﬁo"..........'...0...'..‘.0.° see mLOITAnON
mressﬂﬂ’.ﬂﬂ'.r'D.ﬂ..‘..Q.....0"‘.‘.‘..". mmm lo
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Security Information

P
Reference File Designation
Facilities
Inmlligencetti&..DO..OO'O’.O'l'..‘... GOLLECEON 2
Iilaining'.lotltnt....‘.t.‘.....'.l.'.’ mAININGz

Fair Employment Practicess.ievveieeseeseess PERSONNEL 11
Federal Register.......................c.o. LEGALLL
FeesODOQOOOOOIQOCOO.....l..l.0.0.‘.0..'.0.'. ACCOUNHNGé
Filing wstemsotoioi0!.!..0.'00!'0.0..00.'. RECOR:DSB
Fire'tGOOCOOO00.00l.‘....I...‘.'...'.'..‘..’. BUILDINGS&GROUNDSz
FiI‘S'b Aido..o.totoo-ocoooooooo'onoocooqcooc PERSONNEL 15
Foreign

AZONCIeSeeneeeieisertrarennscocannnnes COLLEGCTION L

Economic Cooperation.....ivssecvssss.o NATIONAL DEFENSE L

Laws & Regulatdonseus.veessseseesssees LEGAL L

ﬁ‘avelCOOOOOI'O.IO..."....O.'..Q‘.". IRAVELL‘-
Foms.l.!ll.‘..‘..ll"'.00'0000!'.'0'00"'. See FORMS
Flood.Cl'...O.....l.‘..l'...'.’l..l.....l.. BUILDINGS&GROUNDSz
Freight.....c.l.l.".'IOQCOOQDCOOI..OOOOOOQ see SHIPMEN"B
Functions, Delegations & Statements Ofessse ORGANIZATION & MANAGEMENT 8
Funds )

Accounting Lol eerieteiesnacnscennsss See ACCOUNTING

Budget Estimtes..l..“l.ll.."..'l... APPROPRIATIONS (BUDGET) 2

Solicitation ofueseeiviernervsnsesesss PERSONNEL 5

Travel, Advance ofesssesevresseseseses TRAVEL 1

2 ARDP78-04718A000800240001-8
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-
Reference A File Designation
GA.O E}cceptj-onSe ‘0'0.'l.‘...‘l..'......‘." ACCOUNTINGB
Garbageo.“e.‘e..n.‘o-.-.r.o....-. ooooooooo . BUIIDINGS&GROUNDSé
G'I'adil’lg......«........... ooooooo ssceocnassc el BUILDINGS&GROUNDS6

GrantSeessoe-sovssssssesssssesesssrsesssncoses BUILDINGS & GROUNDS 1
GrEetingSeceesesessnsssossssosscosevesnssse PUBLIC RELATIONS 1
T EVaNCE e ssossrovsovsssessrsssscocnssoses PERSONNEL 9
Gynecologyeeesrsces teesessessostnanns vee... MEDICAL L

Approved For Rele
gggu%%’% &éﬁ-RDP78-0471 8A000800240001-8
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Security Information

=

Reference

Hatch Actﬁbﬂ‘...UQOOCUCQCOOOOCl..‘.'..‘....

Heﬂmﬁ.‘....".'...l."l......'..‘..'.l"..

Hearings

Appropria‘i‘aions....................u..
Legialative.sseesscrresensrooennccenss
Personnel.‘ LR 2 N BN BN B I W' LI 3 W LI U BN IS I Y
Heating....‘.'.v..“..."..l.....""...“..
Holidays'..'.’ TP E ORGSO GSIIRIPIERIREOINDY LA I A ]
Honor AWards. S8 CELV PO RSIIEILESIIOIDTILITYS LA AU IR I I O
Ho@i talliz ation. AL A L O B N BN B Y B B B R NN Y LN N N ]
Hours of mty. PESTON ISR IOIYERNETIYLTDS PP LT REIESIOERDS

Housing..“l.'l.l‘..."...‘..'.....'0....'..‘

File Designation

PERSONNEL 11
PERSONNEL 9

APPROPRIATIONS (BUDGET) 3
LEGAL 5

See PERSONNEL

BUILDINGS & GROUNDS 10
PERSONNEL 11

PERSONNEL L,

PERSONNEL 9

PERSONNEL 11

NATIONAL DEFENSE 3

Approved For Release 20%4%%IDWMP78-04718A000800240001-8
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Security Information

Reference File Designation

Identification
BadgESs e oosoevnssanssocscasssesccsssas SECURITY 5
Propertye.ceeccesssesasoscanssscssscssss BQUIPMENT & SUPPLIES 1
VehicleSeeevorecooonscsassaocesosnsons VEHLCLES 8
Improvement PrograMe.ccocoascsacssosncssses ORGANIZATION & MANAGEMENT 2
InCOTPOrating. seeeeececsssssessssacosssssee BXPLOITATION 6
Tndustrial Mobilization..eeseececesssesssess NATIONAL DEFENSE 5
INfOrmMAntSe o sseesoooconcasoossancsssssssaos COLLECTION 1
Injuriesoﬂﬁoloﬂ.OGQO".oiOGOBOOcﬂlﬂavlﬁbﬂoiﬁ IIEDICAII2
In SeIrViCEesnsccesssvoscesanosccaassansosssse IRALNING 3
Inspection
Fieldeooesscocsconssososensansascesasaes ORGANIZATION & MANAGEMENT 3
PrOCUTEMEN o o o e e 0 00seoooosensnossossss BQUIPMENT & SUPPLIES L
S8EH e s e ceescssonsarcnovconsssosusaoo PBRSONNEL 15
VehicleSeeeceoocooossosaoccssancoasoss VEHICLES L
INnstallatioNeoecocscocsesscocansscssoossose BYQUIPMENT & SUPPLIES 3
Instructions, Performance Ratings.......... PERSONNEL 8
InSU.I"ed M.ailuooeooanaacuooocaaooooo.ouooooe COE’R"IUNICATIONS 2
Intelligence
CollectioNeesecescnscsscconsncsaancoos €8 COLLECTION -_p.
DisseminatioNe.escccsccceccssassssseas D€ DISSEMINATION
101tati0Neeooeesvsescosessesosecses S6€ EXPLOITATION
& COLLECTION 6
International
1i81i50Ncesesrosscoscsscossossacoscosas LLAISON 2
MeetingSeseeceoesooncsanncossesacsanss MEETINGS U
Inter-0ffiCe.ecoccoooesososcacecasasscocscss GOMMUNICATIONS 1
InterpretationsSesesocnconscsoensccoscesssses LBGAL 2
ceoecescossecscscvssacascsss COLLECTION 8
Interview, EXit.seeessroosssocscossssssssss PERSONNEL 16
Tntr0dUC tiOmSe 0o eososensassooassnnsssssosse PUBLIC RELATIONS L
INVeNntioNScoceecoosssssscesoesasssesanssescs D€ LNVENTIONS
Inventories
Propertyeceececescececssnsssssesseesses BQUIPMENT & SUPPLIES 5
ReCOTrdSacesssessscsocsvsssssnsscsenses RECORDS 2
Vital MaterialSeeseoceooceocssscaossss RECORDS 6
InvestigationSecessoososcasesssnscscsnsooess O6€ INVESTIGATIONS
SeCUT It escecoonvsnosssaacscosescosoes SECURLITY 5
NON=SeCUrity..ssceccesssocnsassasessoo PERSONNEL 1L

L

CONFIDENTIAL
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Security Information

Reference File Designation

Invitations
BidSe.seeesesescreeserncossncnnncensee EQUIPMENT & SUPPLIES I
MeetingsSesuseiassesesarsereensanenesss MEETINGS 1

Invoices and Vouchers..eesvetnsecesesensees ACCOUNTING 12

Irregularities, AcCounting..veeeeeeeeeennas ACCOUNTING 3

Tssuances, Administrative..vueeeseeeseoesss ORGANIZATION & MANAGEMENT 1

Itineraries & Reservations....eeeveeeeeses. TRAVEL § '

Approved For Release ZOgOIOSWSIQQIN-RDP78-O4718A000800240001-8
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Security Information

A,
i,
Reference File Designation
)
ipti . PERSONNEL 3
JOb DESCI‘lpUlOn.-..-...-. oooooo sesase s ey )
Jurym.byﬂall'dl...l..‘...o"...'...l'ﬂ"r.. PmmNNEI!é
Justifications 1S (BUDGET) )
‘ i -be bbbbb '.lﬁ".l.."l‘..‘ APPROPRIATIO
?ﬁ%iﬁa&é?ﬁ. S tecsneaesnsrasvens ... EQUTPMENT & SUPPLIES L
AW,
-
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-]y
Reference

Labor
Federal EmployeeSeesecsesssesssssccans
Non-Federal EmMployeeSicesesesssossssas
Laboratory Equipmentesscssesecssessscesenne
Landscaping"..tl".“..04..“‘.""""‘..
LaWS &RegulationSvoccocnta0;0--00000-:0..0
, a0 e ssesesssnsrsosossacacssassncsnne
Leasesc.ltti0'00"."&0.0.’0.'.0.0000&0.0"
Leave‘l'...il..l.t..“l.l'l.l.l“",l.l..“.l
LegaJ-lﬂO."OQQ...."."'.IOQl'lO..ll..l.’!.t
Legislaticn..OCCQOl".D..l.Il.....l.lll..l.
LiaiS0N, seevsersnssssetnssosnsrssoressoesnse
'Librax’y"tﬂ.QIQI.Q0’.“O'l.'..l'!‘.....l.‘..
Licensesoﬂ"..l0."-.0.‘0"0..'..‘..0‘ll....
License Pla’&es..................;..........
LightingOQOO...C..‘Oi0'0.0.&..".!..‘.0....
Li1quidatioNessscssssserscscseccessassoosene
Litiga'tj;onSQ“OOOOOOOO0.0.0.00..0'0"t'.ol.‘
Loans :
Buildings & GroundSesceescsscssssssses
Propertye.ieeeiensrnsioserecsccssnsnne
RECOTrASeerernrocsrsasecencsssnsecnonae
Logistics.ooooccn-.oowo-'ovu--ooooaooo-oo..
Loss ‘
Propertye. ceceiaracersessrsnsanrsanans
S}]-ipmntSODOQOQl".'..O;.QCOCQO"0‘.'.
VehicleSe i ieveresneesoscsncniacenonces
Loyalty & RevieW...ivevecenessnscoconnsonss

File Designation

See PERSONNEL
EMPLOYMENT 1

MEDICAL 3

BUILDINGS & GROUNDS 6

LECAL 4

EMPLOYMENT 1

BUILDINGS & GROUNDS 1
PERSONNEL 1

See LEGAL

IEGAL 5

See LTAISON

REFERENGE LIBRARY
BUILDINGS & GROUNDS 1
VEHICLES 5

BUILDINGS & GROUNDS 10
ORGANIZATION & MANAGEMENT 5
LEGAL 1

‘BULLDINGS & GHROUNDS 1

EQUIPMENT & SUPPLIES 5
RECORDS 2
See EQUIPMENT & SUPPLIES

EQUIPMENT & SUPPLIES 5
SHIPMENT 13

See VEHICLES 13
SECURITY 5

Approved For Release 200008038 - I A-HhP78-04718A000800240001-8
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Security Information

Reference

Mail & CorrESpondence.-.aoooooo.oo;.-9..0.0
Mailing Lists.--o-a.t.-toao:.aoo-o.o..cn-co

Maintenance

Bui}-ﬁngs & Grounds.."..".O‘l"..'l.
Equipment & SUpPplieSecavecesssssnnsons
VEhicleS.tl.!Q.O..c0000010000000‘0.00'
Management. eceecvcesossserasesarsssassvnses
Forms.c"tttlQ.C.l..'.0'...'.0.‘....'.
Records..‘..-.".C.'..O.ll.C'....D....
AN POWE st et i evsevnnconsnsvarnosecssssesnns

Material

Analysis of Intelligenceee.eeessscavse
Dissermination Medid...esseecevceescsss
Essential or RaWe.seosseseessovonnccos
Medical...;....--......-......-.-........-o
S-lrveys.""‘."l.i-...'...ll.'.‘Qlll..
Meetingsn'lb!‘Q'I..Q.l'.llt'.l..l‘l.l‘l“.'
HembershipS. s e rrenreroeerronsasessosares
Memoranda of Understanding....reeeeeevecees
Messenger Service........-.....‘-..a.......
MethodSe cesesrversnessocoerevonrcacasnnsens
Iﬁcrofilmng....‘.'ttot.~l0000'.0.0l.¢0!l‘l..
Military.....;.....¢............-.--.-.o-.-
. PerSONNEl..veecenescrerraonernennssons

Mimites

CommitteeS..g..-.-......--..-......o.o
MeelingsSeeeerieereecivvocroasnrsvasnens
Mobilization, Industrial,..eeeeevecrrnssesrs
Mbrtgages.-.'-...........;...-.............
Motor Transportation {Common Carrier)......

CONFIDENTIAL

File Designation

COMMUNICATIONS 2
DISSEMINATION 1

BUILDINGS & GROUNDS 7
EQUIPMENT & SUPPLIES 3
VEHICLES 7

See ORGANIZATION & MANAGEMENT
FORMS 1

RECORDS L

NATIONAL DEFENSE 6

COLLECTION 7
DISSEMINATION 2

NATIONAL DEFENSE 2

See MEDICAL

MEDICAL 5

See MEETINGS

COMMITTEES 1

See LIAISON

COMMUNICATIONS 3 S
ORGANIZATION & MANAGEMENT 7

REGORDS 5

NATIONAL DEFENSE 7

PERSONNEL 10

COMMITTEES 2
MEETINGS 5
NATIONAL DEFENSE 5

- BUILDINGS & GROUNDS 1

SHIPMENT 2

Approved For Relesie2000168428-::CGIA-RDP78- 04718A000800240001 -8
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" Reference : , File Designation
Natlonﬂ- Défense' 48NN EE S NSNS EIEES . . see NAIIIONAL DMEIQ-SE
Neurology ooooooo R R N T N T A N PO A Rt I‘EDICAL)—L .
Notam-es LAL IR IR BN B AN ) .;..O'..l..' IO « o800 ...C... LEGAIL 6

No‘t’ices.'ll."...'ll".0."00.0'.0.6.‘00‘. ORGANIZATION& MAGE}MT]-

Approved For Release 2000/08(261 RiAxRDP78-04718A000800240001-8
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Reference , File Designation

Official Courier ServicE..sescessccscceers COMMUNICATIONS 3
Office, Building & Spacé........ wevessses. BUILDINGS & GROUNDS 9
Open Market Procuremente....veeosesssecess BQUIPMENT & SUPPLIES L
OpLiNiONSeeseseesesssesssesoscstnssssoscans LEGAL 2

O thALMOLOEY s ¢ ¢ e svsvnsnsoneserssesesssssss MEDICAL L

QOrders-
Administrativessseeccsorsssossrnen veo ORGANIZATION & MANAGEMENT 1
ExectutiVeesveecrarsaonss tesessesessee LEGAL 3
PUrchaseeseecesnssscnsass veessssessea EQUIPMENT&SUPPLIESh

Organization & Managementbt.eeveeecerenesees See ORGANIZATION & MANAGEMENT
Orientation

Securityecececes sesasevecseesrinssuns . SECURITY S

Trainingeceecsssocosscossonss tesseves IRAINING 3
OTHhopPEdicS. ceeessssosnrsreressnoscssnnas . MEDICAL 4
Outside Training.......... Cerereraennen ... TRAINING 5
Oubside WorkK. .evesssecosioosasen esssees «+. PERSONNEL 11
OVErtiMeeeoeceoosocososssssasncssnsssassss PERSONNEL 1

Overtime Policye.eeeaonss veeseveesesanssees PERSONNEL 11

CQNFIDEN TTAL
Approved For Rel%&%eﬁmmm RDP78-04718A000800240001-8
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Security Information

-P-
Reference

Painting
Buildings & Grounds..................
Equipment & Supplie€Seseeeceeccscccane
Parking Space...e.vcvsvsosesvsssssesnrcnns
PasspOrtsseceiereetrcntscersrnsiancncennae
Patentsecseeeeneoiinsiinreiintecnseiinens

Payrolls & Salaries...iseececevsocearsnnes

Penalty Privilege..cceseeesssecosscccasassese
Per DieMisesveeesvacesesoasssassonnosacasne
Permits
Buildings & GroundSeseesecesscecsocons
Operators.eeeseerisrioionntossonnans
ParKiNg e ceceeronenroaceccososnannnas
Postal..eetiiirsosevensessonsesesonan
Personal EffectSesueieersieserscseccnncons
PersonNel.seieerereescncoroasessercecsonee
CellingS.eeesereressesssssocsenncasoe
Securi'byc........‘......'..-...........
PetlitionNSeieeeerseeveosesensecscnnesccsvnnne
‘Physical ExaminationS.eesveseeesssseesnees
Physical Standards & TestSecesoeserecsonse
Planning, Emergency..ccverscecssroccovecnss
" Planning & Coordination
ColleCctioNeeesisnssiossnscnrcnssocnne
DisSemination.eseeesseernoneerssneass
Exploitationeeessecscecarssiossosonne
Plans
ConstructioNecsseessercsorecsossvcvoas
General..............................
Policies & Procedures
Evaluation of Intelligence...........
PersonNelesieeerecessocenersnsnsannesons
Printing & ReproductioN..ecseescsccss
securj-ty.lba.0..0.0.‘.‘0....0.00'.....
Trainingeceseessesscesssesssosccnsonse
rh'avelti00..‘....0.0..'00"0.0....0..
VehicleSseeeveoesostocossscssssconnes
Vital MaterialsSssesesosecccossssscnss
Policy & Procedural OrderSeseececsascecocs
Political, At VI tieSs verrerasenenssnnonns
P031t10ns.................................
Postage
Collections & ReceiptSeceeceserracses

:
MaJ-l.l'cctovnonctoccboﬁllcooou.atloo'

File Designation

BUILDINGS & GROUNDS 7
EQUIPMENT & SUPPLIES 3
BUILDINGS & GROUNDS 9
TRAVEL 4

INVENTIONS 1
ACCOUNTING 9

COMMUNTI CATIONS 2
ACCOUNTING 2

BUILDINGS & GROUNDS 1
VEHICLES 9

BUILDINGS & GROUNDS 9
COMMUNICATIONS 3
SHIPMENTS 15 '

See PERSONNEL
PERSONNEL 11
SECURITY S

PUBLIC RELATIONS 3
MEDICAL 5

MEDICAL 5
ORGANIZATION & MANAGEMENT L

COLLECTION 9
DISSEMINATION 3
EXPLOITATION 7

BUILDINGS & GROUNDS 3
ORGANIZATION & MANAGEMENT 6

EXPLOITATION 7
PERSONNEL 11

'PRINTING & REPRODUCTION 1

SECURITY 3
TRAINING 1

TRAVEL 6

VEHICLES 2

RECORDS 2

ORGANTZATION & MANAGEMENT 1
PERSONNEL 9

EMPLOYMENT 2

ACCOUNTING 6
COMMUNICATIONS 2

Approved For Release 2000/08/28r(#4RDP78-04718A000800240001-8
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Reference
Postal Laws & Regulations...

Preservation

es s e CEGPOESIOSEETEOGS

POWGI' Of AttOmey..-..o..-.-o-.---n..o..-

BulldJ—ncs & Gromds.oo;.ltcc000.-00.0.-0;;

Equipment & Supplies.........

*r e v s

Records.¢.lttotoconuvl'-o.bo'o...o.wo.lc'.

VehicleSeesseares
Preventative Medicin€eseeseesvs

C TP IR P IIEEBEE S

PrlCe Control..l.'....l....l.l..".ll.....ll'.;
Prlce Llsts..otouoaloiocc.'n.'oolo'-ooccno--ooo
Priorities, Procurementocescesscescsssnssvascns
Printing & ReproductioNess.cesesescvsscscocccre

Procedures

Geneml....l..O..‘........‘...Q...........

Mail & CorrespondenCeeescssssoscsrosassess
Persomele..'00'0'.'.‘..'..‘l....'...'.'..

LN B N A ]

Security......l...'.I.I..I'l'.l...'.......

Training....

 Procurement
Equipment & Supplies.esece....

[ N WA A A REN ]

st e s e st e CRURCRE IR BN I L2 B BN AN I Y N

Vital MaterialSesesceees erscenns

LU

vehlcles..........ll.....'......l'.....'.;
ProduCtlongoo.000.'.0...0.0'.0000.‘0..000'.'0.0

Programs

Gel‘leral...O.’......I......O'.......I‘Ol....
Pﬁntingb&.ﬁepr.oduction...0..O..l..o'r.oo'

Trai!ﬁ-ng.o. ooooo L A A A A N ) s ea s

Progress Reports

Constmction..'.;.l............'l.......;;
vi‘talMaterials..‘.l.'l.'.."‘....‘..i'..;
Project Proposalso...0'.'!'..‘.....‘....'...'.‘.

Promotionso'...........'l..'....'."..

ssseses

Property PasSeS.csecescscscesssssoscccssrsesscne
Prosthetic DeviCeSeeerecierarsssrvesovenascsas .o
ProtectioNesvecassessevscesessscccccscssncncans
PSychiatrycasecessessescsnssrveorsssccscnsoness .

Public Address SystemS.escececasessss

L BC RN ]

L N

Pllblic Relaﬁ.onsoctoonooo0.0.!0.00'&'.0.0.-'0.0.
P'U.I'Chase orders.'llitoooo...lll.olou.u..l'.lo..

. BQUIPMENT & SUPPLIES L

File Designation

COMMUNICATIONS 2
ACCOUNTING 9

BUILDINGS & GROQUNDS 7
EQUIPMENT & SUPPLIES 3
See RECORDS
See VEHICLES

. MEDICAL 6

s$e A PR IELIRSEIOSOS

NATIONAL DEFENSE 8
BQUIPMENT & SUPPLIES L
FQUIPMENT & SUPPLIES L

See PRINTING & REPRODUCTION

ORGANIZATION & MANAGEMENT 7
COMMUNICATIONS 2

PERSONNEL 11

PRINTING & REPRODUCTION 1
RECORDS 3

SECIRITY 3

TRAINING 1

RECORDS 6

[ 4

]
i

VEHICLES 10
NATIONAL DEFENSE 9

See ORGANIZATION & MANAGEMENT 6
PRINTING & REPRODUCTION 2
TRAINING 3

BUILDINGS & GROUNDS 3
RECORDS 6

BUILDINGS & GROUNDS 3
PERSONNEL 12

BQUIPMENT & SUPPLIES 5
MEDICAL 7

BUILDINGS & GROUNDS 2
MEDICAL L
COMMUNICATIONS 1

See PUBLIC RELATIONS
EQUIPMENT & SUPPLIES L

An,

Approved For Release 2000/Q8£28 - CIA-RDP78-04718A000800240001-8
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‘Reference B - File Designation
QualificationSssesseeivssveeesionasoeons... PERSONNEL 1L
Quarters AlLOWANCeSseesrissrossoasosscceense ACCOUNTING 2
Questiomaires, Personnele.ecescsescescns «.« PERSONNEL 14

Approved For Release 2000/08/28 : C%T\BB)%M718AQOO8OOZ4OOO1-8
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Reference

Radiologyecceseasessasessscerosasasscassacnas
Rail Transport (Common Carrler)..............
Ratesoeoooonoonoctoooo-oonoo-ououo'oocl-o-ooo
Rationingesececsesceeconnresconcnassesananans
Real Estateuieeeeeriestcnnncersansscrsascsconns
Reassignmento.cecericneecectsncnnscsncnccasce
Receipts & Collection®eeeevacesssacsncescancns
Receiving DocumentSscccssssssseccnccascsscscs
Reclassificationccecesesesnssscsccscnsesssnos
RECOIdScccouacesoosctcsssenasnsasssascsncascs
Safeguardingeccecessssscsocacseccosscnss
Recreation.cccscscessoscscosscossonssacsscscas
Recmitmentooooaoboooocsonooooo?eouocnooooouc
Reduction in ForCe.cceescscssccascoscsscoasos
Reemploymenteeecessescessensesssonsecssscnnse
Reference Libraryeeeseesccscssstoscoscosconne
Referred LetterS.eiaveececosecscacsssannsnesco
RefrigeratioN.iecccososscsscscsosacssccsessoas
Registered Mailesecseseoscessensensscssconcsss
Regulations
Laws.'QO‘COQ.OOC0.‘....‘0&'0‘.0...‘......
SeCurityQOOQOQQDOOQOD.O0.D....‘..QIIGQQO
‘shipmezlt..oﬁﬁti.‘.'l...bﬁ‘Qltt..ﬁ.l.ﬁﬁ..
Travelﬁliﬁ...O.QO.‘C.&G.D.O.ID.O..D.OO.G.
vehiclestttﬂ°.CO...QO.GOO..O.G.&QQ.Q!QO.
Rehabilitationo..o.aoolo‘o‘.o..o..'..oo.q.’..g
RemStatementansooo005000-00.ooocunacceoe-o.o
Relations, Employee.q.a..,..,.....‘..on......
Release of
Comunlcations & REC'OrdSe.;;;...---.-..o
Information & PublicationSeseeescccsoses
?Space.aoooceo.-0.’0..‘00"00.0.c.ol-.lo..o
Removal for CausSe€.ccesesoscsscossccssscsncnscn
Rental of Equipmente.cciccccesscescsssscccsas
RentS‘Qoo;00GQO..‘00..0.0.‘0..00...I‘Qbol‘a9.0
Reorganizationicecscacascescsccsocsscscscascs
Repair
Buildings & GroundS.cscccascscscecssscns
Equipment & Supplies....oeeccccsaesceccs
VehicleSeosecvoesosscssssssncnscsnsosane
Reports.ob..000000...OOQ..G.G.60.000600.00.0.
AcCOMNting.cosscconsacosososcsceacscssos
AppPropriationS.ccccoccsecacasscsssenoason

File Designation

MEDICAL L

SHIPMENT 3

SHIPMENT 1L

EQUIPMENT & SUPPLIES 2
See BUILDINGS & GROUNDS
PERSONNEL 7
ACCOUNTING & ‘
EQUIPMENT & SUPPLIES 5
See SECURITY

See ORDS

SECURITY 2

PERSONNEL 9

PERSONNEL 1l

PERSONNEL 16

PERSONNEL 1L

See REFERENCE LIBRARY
COMMUNICATIONS 2
BUILDINGS & GROUNDS 10
COMMUNICATIONS 2

LEGAL L
SECURITY 3
SHIPMENT 7
TRAVEL 6
VEHICLES 2
MEDICAL 2
PERSONNEL 1L
PERSONNEL 9

SECURITY 2

SECURITY L ‘
BUILDINGS & GROUNDS 9
PERSONNEL 16

BQUIPMENT & SUPPLIES L
ACCOUNTING 6

ORGANIZATION & MANAGEMENT 5

BUILDINGS & GROUNDS 7
BQUIPMENT & SUPPLIES 3
VEHICLES 7

See REPORTS

ACCOUNTING 10
APPROPRIATIONS (BUDGET) L

Approved For Release, 20lBIRT €A RDP78-04718A000800240001-8
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Reference : | File Designation

Reports (continued) '
Buildings & GroundSesessesesesssssesseo BUILDINGS & GROUNDS 8
Commltteesono......”.......a........... COMMITTEES 2
Ccnstructlon,oa.,..”.....,......‘...,,. BUILDINGS & GROUNDS 3
.- Disposition of Records..ceeececssescscss RECORDS 2
Evaluation of EmployeeS......ecesoessso PERSONNEL 8
Méetlngs.ouo.o....gﬂ............qg..... MEETINGS 5
Natiocnal Defense,.ccevsenscoasssccccssca NATIONAL DEFENSE 11
Personnel.cecocoresecoaseseasassnessses PERSONNEL 13
Printing & Reproductiof.cccesescessssss PRINTING & REPRODUCTION 3
SECUrItYsccacesesscncnncoscnscsnsncsacs SICURITY 6
Trainingecocecsessoceseessacsssassssses TRAINING L
‘ VehicleScoceacoecssacassssossoascsssace VEBHICLES 11
/ Vital MaterialS.eeeessssscecasassscssas RECORDS 6
RepresentativeS.cocasssssscnsss vevesessassss PUBLIC RELATIONS 5
ReproduCtioNeecscossasssscscnssscssnsssscses €€ PRINTING & REPRODUC TION
Requests
DisSeminatioN..seeseesecssscesssossssss DISSEMINATION L
Printifig & ReproductionN...eeeseeesssos. PRINTING & REPRODUCTION L
RECOTASecocsncninaneesnssssarsesancsesacs 566 RECORDS 1
Travell0.0co....O‘O&'.b‘.ﬂ.ﬁﬁ‘0....00..&0 TRAVEL 8
“Requirements
Collection.cosenscsascascosanscaseassssses COLLECTION 11
ProOCUIremente.eesssesesessnsasosscesssss BQUIPMENT & SUPPLIES L
-Requisitions : ' ‘
Equipment & SupplieS....iceescssecscess BOQUIPMENT & SUPPLIES L
Printing & ReproductioNcs.eeeeesessssso PRINTING & REPRODUCTION L
VehicleSeoacecosssvssscassncsacansasssa VEHICLES 2
. ReS1gnatioNS.ececesccsccscesasancsceossssses PERSONNEL 16
RESO1ULIONSsesaoeseccceoseasaasssssscsncsass LEGAL 5
‘Resources; ConservatioN.sssssssesesasacsssso NATIONAL DEFENSE 2
Retirement DeductionS..ceeeceseeeeecssacsssss ACCOUNTING 9
. REtITemENtSeoscnsscnessasenssscnsccasscassos PERSONNEL 16
Revision of FOImMSceeceocescesnncarescsoscnss FORMS 1
Rightseéf”waynownaoccoo...-o..c.couuo-ooouan BUILDINGS & GROUNDS 1
ROYalt1eSesoececsonacssassossacncassnasacsses ACCOUNTING 6

Approved For Release 2000/08/28,;, CIATRBIR] 8:D4718A000800240001-8
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Reference

Safelyosiierriiioriiiesnosererstneercnsnsnnns
S81arieScccccccccacsnsosssocoosasasosassssans
Sales AuthorizationNeeceeoee iceiresnecncoannne
58)lVageoucnncscsacaacscosssosconascasssssnsso
Schedules _

Collection & ReCeiptSaccecaceccacoscenen

DisbursementSeecssescssscssssssscssesseo

Records Dlsp051t1on......n..............
Schools & Colleges

Personnel (Recruitmeant)eeeeceseescoosoos

Qutside Trainingecccesecscessessecseseess
Securityocccecoosecosarscansasnncsocsasccasssas
Selective ServiCeiciscsscccscsccsssscocssnsos
SeparationSaeccecccsccccccscnccasosasencasssoa
Seweragessccacoscansnosssecasanscocsssscacoss
Shipmelltooe-n_.oooonoo.oneoooao.caaoc.aoononno

SignSoooneooooooaeoe.ononoacuoo.ooooouooqoo-o

Solicitation of FundS.ccacescssosccsosaccasscs
SPACe.accscccccoocccsecncsossososssnnassosoaa
Special DelivVeryeoecosescssccacsaansccnccssan
Specifications

Buildings & GroundS...coseccossscsoccoseo

Equipment & SupplieS..cssecosossocacensa
Standardization, FOIMesaccosscascoscscsascans
Standards, Job.QOQ..".O.....OQQ.lc.'.lO.l.‘.
Statements
‘ ACCOuntfing.‘dor.....ll.‘.....QQQO.'.Golb..

Appropriationsoaooooon-o.oononeuouoooooo
Stock CatalogsSscececosasncnscsaacoosaccnsacss
Stockpilingocaioccoscccosssosnsssoccsocssseso
Storage

Communications & RecordS.cscccaccoceacsa

Equipment & SupplieS.cecccscecscccscscss

Itl TranSit'Qolocnconoa.lnooooeoo&oooooooo

VehiCleS..ooo..o.e....u....e.a...,..ao.
Strikes, Non Federal Employe€Seccccscncasacas
Supplemental AppropriationS.cecesccescccccccns
Surgery!.QOOCQGCDOOI..OO.6..0....O...Ql.'é.o.
Surgical Instrumentsa...ﬁoo.oouno.u,..a.ooooa
Surplus

‘Equipment & SupplieScescesssvsscsscsssce

VehiCleSeasooaososcosansonsesccasssoscsns

CONF IDENT TAL

File Designation

PERSONNEL 15
PERSONNEL 3
EQUTPMENT & SUPPLIES 7
EQUIPMENT & SUPPLIES 7

ACCOUNTING 6
ACCOUNTING 8
RECORDS 2

PERSONNEL 1k

TRAINING 5

See SECTRITY
PERSONNEL 10
PERSONNEL 16
BUILDINGS & GROUNDS 10
See SHIPMENT
BUILDINGS & GROUNDS h
PERSONNEL 5

BUILDINGS & GROUNDS 9
COMMUNICATIONS 2

BUILDINGS & GROUNDS 3
EQUIPMENT & SUPPLIES L
FORMS 1
PERSONNEL 3

ACCOUNTING 10
APPROPRIATIONS L
BQUIPMENT & SUPPLIES 1
BQUIPMENT & SUPPLIES 6

SECURITY 2

EQUIPMENT & SUPPLIES 6
SHIPMENT 12

VEHICLES 12

EMPLOYMENT 1
APPROPRIATIONS (BUDGET) 5
MEDICAL 7

MEDICAL 3

FQUIPMENT & SUPPLIES 7
VEHICLES 13

Approved For Release 3600/08f28nr&th-REP78-04718A000800240001-8
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Reference File Designation

Surveys
Buildings & Grounds,......eves0se..00. BUILDINGS & GROUNDS 1
Equipment & SupplieS....seceececenese. BDQUIPMENT & SUPPLIES 7
Improvement Programi.secccscescseseess ORGANIZATION & MANAGEMENT 2
IntelligenCeeesersocesssnaranncnnassss DISSEMINATION 2
Medlcalu...........uu......-.....u. MEDICAL 5
Recordsﬂ...".“‘..‘..‘C....“OGQ&G0‘. RmORDS h

Systems of Accounting.soceeececssssssocsosss ACCOUNTING 11

Approved For Release 2000/08/&@@%%@& 18A000800240001-8
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Security Information

Reference

Tables of OrganizatioNeeececocsvesvsncsassoce
TelegramSececessenscsassscssassscscaconcacons
TelephonEseasocecocsasnssescssssansncacscasaca
TeletypeBecsessoscesssnnsocsssassasscannnnce
Testing ,
En-pl-oyeesﬁioiﬂillliliﬂ....l......lid'.l
Equipment & Supplies.....isceecaccrnccs
Theft o
Prjoperty‘;;.......I.......DGO..QQOD.OQ.
VehicleSeeranesesseacencansssssasnncacns
Time & Attendance Reportsaeiceveiacecesreceee
Tires & TubESooo-oooo-ao--qo-voocoooooooo-.-
Titles
. Building & GroundsS....cceescesseseccss .
VehicleSioiaresvcessonasoncnconesoacens
Toll calls.;..-..........-iou-o.oovolnu--ac.
TrademarkS.ceesesscsoscarssarsescscncnscrsassn
Training.ececcecsacasosncessasssassassecsscce
MilitarYecooacesooscensesncensaorsacoss
OutsideoﬂoOCD...’.....10.000'!.‘0000060
Persomel‘oooﬁ.lle.ﬂlihll.lb.'l.l.o"'.
Secuﬁ.‘b}"uo.;.”....o..e.............-o
Transfer
AppropriationSscceccoseacsscsccrancsnaa
Buildings & GroundS.csvctvcscecascsccca
Equipment & SupplieS...scescacaccscacss
Persomel‘.l.!.‘.o.'....IQOQHQGOOOODQOO
ReCordSscuicciscososscscsasscssasecnecans
Translatingiiaceccacascsssscconeraccsncnanca
Transportation Request®eiiciccecsncecssccace
Trash, Collection & Disposal..cessccccsocsssse

Travel.nonoe.cda-.!..o.‘ntc.loo.oolo.at‘colo

Typewriters (Repair)Q...!.‘no&oono-noo.aoecc

CONFIDENTIAL

File Designation

ORGANIZATION & MANAGEMENT 9
COMMUNICATIONS 5
COMMUNICATIONS 6
COMMUNICATIONS 5

PERSONNEL 1L
PQUIPMENT & SUPPLIES L

PQUIPMENT & SUPPLIES ©
VEHICLES 6 -
ACCOUNTING 9
VEHICLES 1L

See BUILDINGS & GROUNDS 1
VEHICLES 15
COMMUNICATIONS 6
INVENTIONS 1

See TRAINING

PERSONNEL 9

TRAINING S

TRAINING 3

SECURITY &5

APPROPRTATION (BUDGET) 1
See BUILDINGS & GROUNDS
PQUIPMENT & SUPPLIES 7
PERSONNEL 7

RECORDS 2

EXPLOITATION 8

TRAVEL 8

BUILDINGS & GRQUNDS 10
See TRAVEL

EQUIPMENT & SUPPLIES 3

Approved For Releases2000/48/28& s:GbhAzRDP78-04718A000800240001-8
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i
Reference File Designation
Unemloyrnent...ll‘..l..lﬁil.t.QII...VGG'.OQIQ. momENT 3
Unions, Euployee............................. PERSONNYL 9
UrOIOgy. ........... .Q.C.!QOIO..Q..Q'.. ..... mICAL h

Utilities & Services......................... BUILDINGS & GROUNDS 16

CONFIDENTIAL .
Approved For Release 2000/08428i:CiA-RDHE48194%18A000800240001-8
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Reference File Designation
Vacations.‘.'. . ....vﬂ 58 28 TR ADO TN e FS 2 5 8 60O RNERDS PMSONNE 1
vehiclesojt;C.‘u.'0'.‘7'..‘.'0!0.0..‘.!.’lll.‘.. See‘VEHICLES

PLAVELe v ovnovosassacsasoansnsscsanssasss TRAVEL 7
Vi0LatioNnS. e ececosoasosncssaosnnsssnsssesssses SECURITY 7
ViS25e . cnseesssnsssssnsasessasasessenasscesese TRAVEL L
Vital MateriflSe..oesesceccossccasssesssssssss RECORDS 6
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